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CHAPTER I

INTRODUCTION

Communication teachers in the Wisconsin Vocational, Technical and Adult
---N

Education system are partners in trying to develop the same end product- -young men

and women who are adequately prepared to succeed in the *orld-of -work and who are

motivated to participate in the institutions of their community.

The communication teacher is a cooperative partner with other general education

teachers and with the vocational - technical teachers in preparing individuals to be this

kind of contributing member in society. In our society, which rapidly undergoes social

and technological changes, however, the worker must expect to be part of a continuing,

lifelong, educational process.

Initial job entry training requires the vocational-technical teacher to equip his

students with the most up-to-date knowledge and skills i his field and to be able to use

and understand its most recent tools and equipment. Th communication teacher, on

the other hand, must not only prepare the student to acc pt change, understand change,

and prepare for change, but must also prepare the student to use communication skills

effectively on the job and in the community.

Communication Skills does not fit neatly into the spectrum of General Education.

It does not blend well with Science and Math, whose content and objectives relate

closely to vocational-technical preparation. And neither does it group with Economics,

American Institutions or Psychology, whose content deals with the individual in relation-

ship to himself, to other individuals, to groups, and to society's significant institutions.
(

The word "skills" implies that there are some recognizable com'ptencies that can

be taught and tested. These competencies are usually broadly recognized as reading,

writing, speaking and listening. Within each of these four broad disciplines is found

4



innumerable specific skills from punctuation, grammar, and spelling to business letters and

report writing. With few exceptions, the specific competencies and skills found in the

communication skills courses of study throughout the state system can be classified into

these four general areas.

When one examines the specific communication skills that are being taught in the

technical schools throughout the state, one discovers that each school has decided not only to

teach different skills but also to give differing emphasis to those skills. The problem is

further compounded by the multitude of communications curricula that have been developed

for the broad offering of vocational-technical programs in Wisconsin.

The Wisconsin Vocational, Technical and Adult Education system offers two-year

Associate Degree programs, two-year vocational programs, one-year vocational programs

and less than one year vocational programs. State Board guidelines require that each one of

these programs include specific courses and a minimum number of credits or hours before

a degree or diploma can be awarded. One will find, however, that within these programs

the communication courses have different titles . Although titles themselves may not always

indicate a significant difference in the course content, it has been found by the researchers

of this project that these exist great differences in the actual content of communication

courses for the same programs throughout the state.

These differences have resulted in a state-wide system of vocational-technical

education that often has little course content similarity from district to district. A

student transferring from a communication course as a part of a welding program in a

southern district of the state may not be able to recognize it as the course for the same

Program in a northern or western district. One must ask himself if the communication

-2-



skills competencies for a secretary in one part of the state are really that much different than

in another part of the state.

If indeed there are specific communication skills that are critical and essential for a

student to possess at the time of initial job entry and for job advancement, these skills should

be taught at all of the vocational- technical schools. This would mean that-the Practical

Nursing graduate would be taught essentially the same communication skills whether she

attended Madison Area Technical College or District One Technical Institute. One certainly

cannot expect students to find or necessarily want employment in their home district.

Logically, this might mean that the'Practical Nurse graduating from Mid-State Technical

Institute in Marshfield might find employment at Wisconsin General Hospital in Madison

and the Madison Area Technical College graduate might find employment at St. Joseph's

Hospital in Marshfield.

The career of Practical Nursing requires the entrant to be competent in using specific

communication skills if she is going to be successful Most employers do not have the

personnel, time or money to develop a complete on- the -job training program for the new

employee. The employer seeks graduates of vocational -technical schools because he assumes

these employees (graduates and employees often used interchangeably in this report) will have

those skills necessary to do the required tasks at the time of initial employment. The

employer wants to feel that the graduate of a Practical Nursing Program, a Welding Program,

Mechanical Design Program, or an Auto Mechanics Program comes to him with the necessary

job skills (including communication skills) to perform efficiently from the first day on the job.

This means that the employer needs to spcmd only a minimum of time and manpower to

have the new employee contributing fully and functioning as an integral part of the work



team. Hopefully, the communication skills training will also enable the initial job

entrant to advance on the job as more responsible positions' become available.

Employers are usually looking for more' than workers equipped with specific

job skills; they know that the execution'of any task succeeds or fails with the employees'

ability to communicate. Nothing in the world of work is initiated or completed without
,

a multitude of communication skills being used at all levels and by all members of the

organization

The marketing graduate, the machine tool operator, the medical assistant, and

the accountant must come to the employer with specific communication skills competencies
)

at tli time of initial employment. Writing a short report clearly and concisely may
..

be a more important skill for the marketing student than the operating room assistant.

The ability,to listen tactfully may be a very iniportant skill for both .of these employees

to be effective contributing members in their daily job responsibilities.

Employers of clerk typists, stenographers, and secretaries graduating from

Wisconsin vocational-technical schools litve the right to assume that these employees

will begin their careers possessing more than just typing and filing competencies.

; the new worker, hopefully, will arrive with a Complete storehouse of communication

skillS competencies. Skills in using the telephone effectively, using acceptable

punctuation and correct spelling, understanding oral instructions and directions, and

following up problems and giving attention to details are needed at the outset of employ-

ment.

Graduates of vocational - technical schools displaying these essential job-related

communication competencies from the first dayNon the job give credibility to communication

skill's 'classes and to the total philosophy of vocational-technical education. Why

shouldn't employers expect vocational - technical graduates to onie to them with a corn

-4- 14,



plete Set of communication skills competencies for the job they have been hired to do?

Most employers' are also concerned about the communication skills abilities

of the people they hire for the long haul. Competencies that may not be important at

the time of initial employment may be functionally critical in six months or a year

after being hired. The employer expects his employees to move into different work

roles as his tenure with the company grows. Usually new job responsibilities require

a greater degree of competency in using specific communication skills or require

competency in communication skills that were not needed at the time of initial job

entry. Writing short reports may not have been a requirement of the beginning

salesman, but once he is given his own region or territory periodic reporting becomes

an important part of his job responsibilities. "N

the stenographer who initially found her job requiring that she be able to use the

telephone, write business letters, proofread and edit transcription material, and be

an excellent speller and grammarian, may find after a short time on the job that her

responsibilities have shifted. Shp may find that new job responsibilities require her

to function more often in interpersonal situations with fellow employees and Customers.

Her ability to listen tactfully, handle receptions and introductions, and orally give

directions and instructions` may occupy most of her time.

This introduction has attempted to illustrate the important task that communication

skills has in the total preparation for men and women entering or re-entering the world

of work. It has also served to point out that comnrication skills must

include those skills that are necessary for initial lob success and future job

advancement. The-text section will elaborate on the problem that led to this state-wide

survey of employers (supervisors) and VTAE graduates to determine the importance of

specific communication skills for 15 vocational - technical programs.



CHAPTER II

THE PROBLEM

The problem that suggested a survey of employers and VTAE graduates to determine

the importance of specific communication skills competencies for a select number of

vocational-technical programs has been introduced. It is a problem that exists for each

and every course that becomes a part of a specific vocational - technical program offered in

the state system.. It is a p,articulaf problem, however, for general education courses such

as Communication Skills. This is true because of the overall philosophy of Wisconsin's .

vocational -technical education system: "Learning for living in today's world of work."

It was previously mentioned that communication skills courses do not seem: to align

themselves with the general education courses, economics, american institutions, or

psychology of human relations because the thrust of these courses is general information

and lcnowledge of the world in which one lives. The emphaSis in these general education

courses is not on acquiring 's kills and concepts in order, to earn a living in today's world of
4IP

work, but to learn to live in today's world.

Neither does the communication skills course fit in the same category as the mathematics

and science general education courses. The applied science, technical science, and

mathematics courses are handmaidens for the vocational-technical programs. Much of what

is taught in the "hard-core" courses of any vocational-te^hnical program is incomprehensible

without this mathematics and science foundation. The words "applied" and "technical)! have

significance in proclaiming this close tie to the programs of which they are a part. A more

specific tailored science course, such as metals science, or a specific mathematics course,

such as 'business mathematics, indicates that mathematics and science are not gener/al

education classes in a strict sense.



Conimunication Skills classes are the unique "Humpty-Dumpties" of general

education:t they do not fall into an either/or classification. Instead they must prepare

students for living in today's world and must also prepare them for earning a living in

today's world of work. These are the classes which re-emphasize the impbrtance of

"communications" as the means of man relating to man from the past to the present,

within the present, and from the present to the future. Through this ability to communicate,

men tangle and untangle themselves from a never ending series of relationships with their

fellow men on the job and off the job.

Much of their success in the world-of-work depends on their competencies in using

communication skills. A secretary without the skill of using appropriate punctuation,

of taking effective notes, or of responding to customers' complaints, may find herself

replaced by a girl whose educational training did prepare her for these job-related

communication skills. The mechanical,designer whose communication skills class

neglected to prepare him to read and comprehend job-related technical materials, to

expose him to the techniques of leading a problem -solving discussion, or to require

'''isk.him to use abbreviations and numbers correctly in written reports may not have the

opportunity or be given the time to learn these communication skills on the job.

Someone else is always waiting in line with the required competencies in these skills.

- Someone else will-have completed the same mechanical design program, but that someone

else may have had a communication skills course which emphasized competencies in the

skills that a mechanical designer needs in order "to survive the initial trial employment

period and to advance on the job as opportunities present themselves,

The problem of this Survey is an informational one. If success on the job atilt:he time

of initial employment and-advancement on the job depend on the employees competencies

In using specific communication skills, then what these essential skills are and the dr.gree

-7r



to which they are important need to be identified. There are two sources which would

give valid input about those communication skills which are critical to job success. One

would be the vocational-technical graduate himself, and the other would be the super-

visor or foreman of specific job areas.

The graduate of a vocational-technical program who is working at a job related to

his program would be able to provide relevant response as to which communication

skills must be taught in the classroom. His daily work responsibilities enable him

to evaluate the communication skills which he has found important in his work and those

which are not important. Although relevant information about the level of importance

of various communication skills can be obtained from the graduate on the job, his

evaluation is always as incomplete as his work experience. Initial job entry cornmuni-

cation skills may be far different from these skills and their .degree of importance a

year or five years after being on the job. Another problem in allowing graduates on the

job to be the primary source for information about the importance of specific communi-

cation skills is their ability to be objective. They are often not aware of how important

various communication skills are in their daily work because of their unconscious involve-

ment with these skills. For example, the practical nurse may not be able to objectively

judge -the importance of being able to to respond and to communicate nonverbally with

her patients. Yet, she may or may not be using this skill effectively. Neither may the

electronic technician who has been on the job for only a year be aware of the importance

of being able to orally present technical data clearly and concisely. He may be using .

this skill daily but never have given it much significance.

Obtaining information from the graduate of a vocational - technical

program' about the degree of importance of communication skills'on the job, therefore,

would have to be a secondary source. As a primary source for information, it was



decided to go to the supervisor or foreman pf a specific job area. Supervisors would be an

excellent source for valid information because they usually obtain their position by demon-

strating competency and by also having moved up the job ladder through years of experience.

The _supervisor would be the one person most familiar with the full range of job requirements.

The supervisor stands in the best position to advise communication skills teachers of the

competencies required because he is responsible for the productiOn and performance of the

employees in his department.

Many informational surveys have used personnel directors, managers, or executives

as the primary sources for responses. In the larger companies, these people are often too

far removed from the communication skills requirements of the departmentalized employee.

The immediate overseer of the employee's job responsibilities would seem to be the best

source, and so the irnmzliate supervisors bf the employees became the primary information

source for this survey.

Some of the vocational-technical schools have tried to make their communication skills

classes more relevant by hiring only communication skills teachers Who have had extensive

occupational experience. In reality, however, this practice, for most schools, might be

rather inconsequential. The few communications teachers with occupational background had

their experience in only one area. Most schools have their students heterogeneously grouped

in the communications classes while a few schools have homogeneous grouping according to

program . Regardless of the scheduling procedure, the communications teacher with

occupational background as a secretary or clerk typist is most often teaching communication

classes representing many programs or a program unrelated to his or her occupational

experience. Then, too, one must question the significance of that occupational experience that

ocurred 10 to 40 years ago.



The reader should not feel that this present discussion is unrelated to the problem

of the survey. The questions raised about the relevancy of faculty work background and

the questions to be asked next about faculty educational background are significant.

Hopefully, the answers to these questions strengthen the premise that teachers of

communication skills must depend on supervisors and employees in business and industry

in order to develop relevant courses of study.

To point up the significance of this position, consider the following question: Who,
c;

in most vocational-technical schools in. Wisconsin, is responsible for developing the

courses of study for the various communication skills courses being taught? The answer

is an obvious one--the communications teachers themselves. In most cases the course

of study for any particular communications course is the product of one individual.

When a close look is taken at the typical educational background of the individual

who has been responsible for developing a communications curriculum, the need for

surveying business and industry's needs become grossly understated. The

typical communication skills teacher (as has been stated) has not had any occupational

background for the programs represented in his classroom . In addition, if he has

followed the standard academic route, he majored in college English and from there

secured a high school job teaching English. From high school he moved into a vocational-

technical, institute, probably having started or possibly completed hiS master's degree

in English during his high school tenure.

When one looks closely at his course qualifications, one finds his undergraduate

and graduate degrees often amount to approximately 80% literat9e and 20% writing and

speech. The vocational-technical schools get communication skills instructors who

are prepared in little of what smacks of job and world-of-work related language skills

and concepts. Furthermore, the typical college liberal arts English major has been

r
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instructed by his own kind--men and women who have never been outside the classroom.

The English major is strong in American novelists, Romantic poets, platform speaking,

Black poetry, contemporary writers, and a host of seminars that prepare him for very

little that is related to the communication skills needed in today's world of work.

. Admittedly, some colleges and universities are calling their speech courses

communication courses, and one can now receive a degree in communications instead of

speech, but this rhetorical change has not altered the content of the courses nor the

lifelong academic experience of the professors teaching these courses.

Is it any wonder, then, that many communication skills teachers wonder whether

what they are, teaching comes anywhere near to doing a halfway adequate job of preparing

graduates of vocational - technical programs to be competent in using specific communi-

cation skills required at the time of initial job entry and required for job advancement.

It is also interesting to note that the development of vocational-technical programs

at the local level. and their continued up-dating is in part handled through on-going

advisory committees. Thd advisory committee concept has given significant input to the

development of course content for the hard-core courses making up every vocational-

technical program . The advisory committee consists of employers and employees from

the program area.

Advisory committees don't usually concern themselves with the course content of

the communication skills classes because these claSses, along with the other general

education classes , are required, and their content is already determined by their very

existence for other ongoing programs. What is significant in terms of this survey

project is the advisory committee concept itself: it is considered important to have

direct representatives from the world of work -- employers and employeescontributing

-11



their expertise in developing the curriculums for the classes in a particular program.

This is sound direction. No one is better qualified to know what competencies are needed

to be a business data processor, a real estate salesman, a clerk typist, or a mechanical

draftsman than the people working in these positions and supervising these positions.

Similarly, the researchers of this project sought to seek the advice from supervisors

and employees from throughout Wisconsin in order to determine the degree of importance

of specific, communication skills competencies for,15 programs.

Summary:

The previous discussion has tried to analyze the need to survey employees and

supervisors of the jobs related to the programs offered in the vocational-technical

system concerning communication skills competencies for initial employment and for

advancement on the job.

Some of the significant reasons for getting input from supervisors in business and

industry about on-the-job communication skills competencies have been given. This

information is needed by communication departments and individual communication

skills teachers to help them determine their course content. Briefly these reasons are

as follows:

1. Most colleges and universities do not prepare English teachers to develop
course content for communications classes in VTAE institutes.

2. Most communications teachers do not usually come with extensive occupational
experience. The practice of heterogenous grouping preventth any communications
teacher from possessing the necessary on -the -job work experience in each
training program .

3. The advisory committee concept functions adequately for the courses directly
related to the program -major, however, the general education courses
(communication skills) are without meaningful input becauSe they serve all
programs.

-12-
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CHAPTER III

LITERATURE REVIEW

Lucy Crawford (1967), Virginia Polytechnical Institute, Blacksburg, Virginia, conducted

a five-year study titled "A Competency Pattern Approach to Curriculum Construction in

Distributive Education". This was a very excellent study in competency -based education in

distributive education. In this study there were 983 competencies determined necessary to

sucessfully work in these occupations.. The data for these competencies were obtained through

interviews with employees on the job and the supervisors of these employees . These data

were then evaluated by paired distributive specialists.

The. competencies were then organized into eight areas: advertising, -communications,

human relations, mathematics, merchandising, operations and management, product and/or

service technology and selling. Crawford determined that next to human relations, communications

is the most needed group of competencies in developing successful persons for distributive

occupations . The communications competencies included skills in speaking (especially on a

one-to-one basis), listening, gestures, and writing as applied to use on the job.

According to "Solutions for the Seventies: An Analysis of Coriapetency -Based Learning

and Cluster Colleges--A Report of the National Dissemination Project and the Community

Colleges, " a commitment to the philosophy of "full opportunity" must be made in education

(1973). The author, Chuck Weinstock, states that the learning capacity of individuals differs

so greatly that our educational institutions must be restructured to meet the needs of

individuals. He feels that if the reforms in teaching techniques of the 1960's were indeed

reforms , these reforms must be furthered by changes in structure in the 1970's. Patching

and repackaging old methods and content is not enough as statistics show that we keep out, drop

out, and turn off more people than we graduate. Weinstock also wrote there. should be a

structure that allows the flexibility and freedom for individuals to grow intellectually and



realize their educational goals. Competency-based learning might be an answer. It is

based on the belief that an individual is educated only when he has knowledge and understanding,

as well as the values or attitudes which enable and compel him to use this lolowledge and

understanding. Degrees could then be awarded on the basis of demonstrated and verified

competence, not the basis of credit hours accumulated concludes Weinstock.

Regarding the commitment to thq philosophy of "full opportunity" as mentioned in the

foregoing study, Charles F. Nichols (1970) in "Vocational Education for the Disadvantaged-

Seven Years Later" states that "there is really no absolute commitment to vocational-

technical education for the disadvantaged-- nationally, regionally, or on the state or local

level. Nichols' view is that these students must be managed with techniques different from

those who have had the advantages that make it possible for them to succeed in the present

school system . As victims of what Nichols calls the "failure syndrome" the disadvantaged

students have adapted. Beirig surrounded by failure in their family, their friends, and their

neighborhood, they are much more comfortable with failure than success . Where work has

traditionally not existed, there is little achievement motivation. The attitudes of many of the

disadvantaged, formulated over a lifetime, cannot be changed quickly. Therefore, the need

for supportive services increases rather than decreases if the disadvantaged are to believe

min the rewards of work, an attitude that is alien to them.

The Muskegon Area Skill Training Center took attitudinal change into account and devoted

the first six months of its program to the improvement of overall employability. The second

six months were focused on the preparation for specific employment. Instruction was geared

to occupational and practical problems and the classroom learning experience,s were related

to the daily needs of the students. Teachers kept in mind that students needed to change their

basic attitudes toward learning, society, and responibility. "lIelpin these kids out of their

problems" was the dominant feeling expressed by the staff. 'Their findings also stated tint
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people most easily improve upon the abilities that they have strength in:

ability has an envelope or band like quality and if a persons" is in a beneficial
environment, for that person, and is given adequate support and-nurturance
he then will have a greater chance to demonstrate environmental efficiency.

Thus it would seem, the nondisadvantaged must take risks in departing from tradition

to help these who never profited from the traditional method. There will be some failures

but also some successes as in the Muskegon Area Skil Training Center. And, hopefully,

the practical nature of competency-based learning, v ith competencies determined by the

practical job analysis of employee-graduates and s pervisors of those graduates, is part of

the answer .

Previous research in the communication skills area revealed that similar projects done

in Wisconsin were usually limited to a particular VTAE district. State-wide curriculum

evaluation surveys involving former students and employers have been completed in Mechanical

Design, Electronics, Auto Mechanics, Civil-Highway, Civil-Structural Architectural, and

Metals Trades, but these projects concered themselves with a definitive survey of the skills,

tasks, and competencies for the curriculum being studied. In these studies, communication

skills competencies were surveyed only incidentally . The ma jor concern in each of these

surveys was the degree of job proficiency required by employers for specific job-related

activities. These surveys Were not so concerned with identifying specific communication

skills or tasks and, therefore, merely asked how essential it was to be Ismol,vledgeable in the

broader communicative areas of writing, speaking, listening, or reading.

A study done by Dickerson and Paulsen (1972) analyzed the skills needed by insurance

major graduates who had received associate degrees. The study involved 169 insurance

companies who were memI2rs of the Insurance Company Education Directors Society. All

of the firms that rt.:Tunic:I to the survey agreed with the necesity of a .Communications I

course. The description of Communications I was: "The course covers an introduction to
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modern communications with emphasis placed on language structure, mechanics of style,

development of listening sicill, and oral communications."

Of the 169 companies surveyed, 35 companies were interviewed personally. The study

states that: "Ninety percent of the companies interviewed seemed to be impressed with the

curriculum that is being presently offered and felt that as much emphasis as possible should

be placed on the communications courses." Communications II was described as: "Designed

to improve the student's spealdpg, reading, writing, and listening skills. Includes writing

of business letters, developing a data sheet, and writing reports." This is as definitive as

was necessary for this study.

A more definitive study in analyzing general tasks performed by workers in various

fields was "Articulation of General Education and Occupational Competencies, " at Southwest

Wisconsin Vocational-Technical Institute by William K. Wolfe (1973). In producing curriculum

in general education courses which is supportive to the major program areas, they created

112 new course outlines, each with a task list of behavioral objectives. The methodology

employed took into account "the prescribed occupational competencies demanded by area

employment."

Similar studies limited in scope (geographical and/or number of programs) have been

completed by communications instructors within the Wisconsin VTAE system. These surveys

were usually seminar papers completed in partial fulfillment of the requirements of a

master's degree. These studies were most helpful in identifying approaches and procedures

that need to be considered when designing and executing the survey of business and industry

to determine the importance of communication skills competencies.

Harold Erickson (1967) found a sparcity of research to bring communications programs

to a parallel with technical growth. He found that the con;tantly changing demands of industry

had brought about little change in academic areas, mainly English. The distressing factor
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herein was that Erickson's responSes showed that between 57.2 and 69 percent of the

technician's time was spent in_ communicative skills. The result was a two-semester

Communication Skills program for the technician,, designed to meet the demands of industry.

Roberta Lewis (1971) conducted "A Study to Determine the Communication Skill

Needs of the Vocational Student in the Basic Cqmmunications Curriculum." This study

included five vocational training programs: auto mechanics, diesel mechanics, machine

shop, metal fabrication, and wood technics. The response to 211 questionnaires indicated

that reading and listening skills are of the greatest importance to the employees in these

\\.areas.

Glen Morgan (1973) studied "Speech Qualification Traits Needed by Marketing

Graduates of Lakeshore Technical Institute." This study was limited to ten industries in

Manitowoc County. The local industries stated that the griduates of LTI had the needed

speech qualifications for success in marketing positions.

David Maurice Radloff (1 973) "An E:,:ainination to Determine the English Competencies

Required of Secretaries in the Administrative, Legal, and Medical Areas with a Synthesis into

a Core of Comm9:1 Competencies to be Used in Forming a Basis for an English. Curriculum, "

conducted a study to determine the English competenGies required of secretaries in the Medical,

Legal, and Administrative Sec.retarial areas, lie also us d the questionnaire/intervie,:v method,

using 50 questionnaires and 10 interviews in each of the t ree secretarial areas, distributing

them to employers and employee/graduates. His response indicated that "the fundamentals

of English like grammar, spelling, and vocabulary are the primary responsibility of the

educator." Radloff concluded that "the emphasis on making school 'fun' and avoiding stress

on memory, and stress on stress itself . . seems to be almost 180 degrees off from what

the employer WWII ThITLftwo, it. Li sut; that the long-tern) haiyiness and :-:.1_tisfaction

derived from successful competition in the world of work is nmre desirable than the t7hort-
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term happiness of a stress-free, noncompetitive educational interlude, and that employability

enhancing approaches be stressed."

Everett E. Waldet(1 973) conducted yls. Survey to Determine the Effectiveness of a

Communication Skills Course for Trade and Industrial Graduates of a Technical Vocational

School." He sent out 221 questionnaires from the District One. Technical Vocational School

at Eau Claire, Wisconsin, eliciting information from employers and employees on the percentage

of their work that required_ural-or written performance, how many employers required additional

training in the communication area, and how the instructional aspect of the.course could be

changed -to better prepare the employee for future work. The results' of the survey revealed

that over 50% of both groups suggested that more oral and written practice be given to the

students at technical-vocational schools. Walde concluded as follows:

1 The major areas of inadequacy reported by the employer and felt by the
employee are in writing reports and business letters and in oral presentation
of material.

Approximately 50% of the respondents are involved in written and oral
communication in their present work.

3. .Apprpximately one -third of the employees are- required to attend some
type of communications class

4. About 50% of the employees and employers suggested more training
be given in the areas of oral speech and reading, mechanics of
punctuation and sentence structure, and writtetn work.

This review of literature ;in 1 974-again revealed that the sparcity of research in

communications skills as was found by Harold Erickson in 1907.
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CHAPTER IV

DESIGN OF THE STUDY

The Proposal

The title of this project is "Developing a List of Competencies for the Communication

S kills Area."

_ The project proposal states -the problem as follows:

At present many communication skills instructors are presenting those
competencies that they feel necessary for the graduates to possess. It
is important that these communication skills instructors be, provided
with a compilation of communication skills that the students must possess
upon leaving school if they are to be efficient and'effective employees.

This project will make a major effort towards determining the communica-
tion skill competencies that graduates of the sixteen Wisconsin Vocational,
Technical and Adult Education District Institutes should possess.

The project proposal stated that the following seven things would be accomplished :.

1. Review the literature
2. Interview communications instructors
3. Develop an instrument which would be sent to program graduates and employers
4. Interview program graduates and employers
5. Analyze, the findings from the instrument and interviews
6. Synthesize the results
7. . Disseminate ay. results

Developing An Instrument

Identifying Skills. The most beneficial part of talking to communications instructors

throughout the state (beyond realizing their concern for communications as a full - fledged

discipline and their ideas about methods and approaches) was the collectipn of specific

communication skills. Some of these skills were mentioned in conversation; however, most

of them were obtained from the courses of study and outlines that were being used in the

schools that the researchers visited,
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Other tasks, or skills were found in the following communication skills ,surveys:

(Complete documentation found in Appendix A, p. 79.)

Erickson, Harold P. '"An, Effective English Program for the Technical School."

Lake, Catherine L. "A Survey of Business, Scienpe, Industry and Research
for the Purpose of Ascertaining the Desires and Needs of Potential'Employers
Relative to Speech Education for the Technician at Oregon Technical Institute."

Lewis, Roberta P. "A Study to Determine the Communication Skill Needs of the
Vocational Student in the Basic Conimunications Currictilum ."

Morgan, Glen Michael. "Speech Qualifications Traits Needed by Marketing
Graduates of Lakeshore Technical Institute."

Radloff, David. "An Examination to Determine the English Competencies
Required of Secretaries in the Administrative, Legal and Medical Areas with
a Synthesis into a Core of Common Competencies to be Used iri Forming
a Basis for an English Curriculum."

Walde, Everett E. "A Survey to Determine the Effectiveness of a Communication
Skills Course for Trade and Industrial Graduates of a Technical Vocational
School."

Additional tasks or skills were identified by examining the textbooks on speech,

communications, composition, rhetoric, reading, liStening, and group discussion

found in the Instructional Resource Center at Mid-State Technical Institute, Wisconsin

RapidS Another source used for gathering communication skills was a search of

approximately 25 documents obtained through a computer scan of the literature related

to the study that had been classified in the ERIC system . (These studies and reports

are documented in Appendix B, p. 81.)

From the above. sources, a list containing over 100 communication skills or tasks

was developed. (This list appears in Appendix C, p. 84.) The problems of other surveys

dictated that in, order to receive significant returns," the number of items on the instrument

should not exceed 50. This was to prevent the respondent from becoming discouraged

by the length of the survey and then tossing it into the wastebasket.

-16-



Another concern was to have each item in the study worded for the least possible

misunderstanding. The research team felt that the terminology used to identify the specific

Communication skills had to be general, but at the same time it had to identify a specific

skill. The following procedure was used to identify the skills with minimal ambiguity and

also to reduce the total number of skills to approximately forty skills.

1. The CoMmunication Department (four instructors) at Mid-State Technical
Institute met three times to reduce the skills to approximately 40i,. This was done
primarily by eliminating duplicate skills and dovetailing related skills into one state-
ment. This group also paid close attentionto improving the wording of the statements.

2, A sample questionnaire of the 39 remaining skills was duplicated and field-
tested with 20 individuals in different employee and supervisory roles in the
communities of Wisconsin Rapids and 'Stevens Point. These people were asked
to criticize the wording, eliminate skills, and add skills to the list.

3. Thesame sample questionnaire was distiibuted to every faculty and management
team member in Mid-State Vocational, 'Technical and Adult Education District
(about 70). A cover letter (See Appendix D, p.. 88) requested that each of them
complete the questionnaire from an occupational- point of view.

4. A further refinement was completed in two sessions of an ad hoc committee made
up of staff members of Mid-State Technical Institute. This cominittee had
representation from each one of the five cluster areas of the survey: Business
Technical, Secretarial Science and Related, Industrial Vocational, Health
Vocational, and Technology. (Identification of these members is found in Appendix
E, p. 93.)

5. A final approval was received from Mr. Roland Krogstad, Educational Consultant,
State VTAE Board.

The final. 40-item survey resulting from the procedures outlined, above is found in

Appendix F, p. 95. It will be noted that a Likert scale was used to determine the degree of.

importance of the 40 communication skills. Both employers and VTAE graduates of these

programs were included in the state-wide survey. This necessitated that different Cover letters

accompany the surveys , different identifying labels be used in the upper right-hand corner of

the surveys-and that two different sets of instructions be developed.

C.)
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A copy of ie eo)er letter and questionnaire sent to supervisors (employers) is in Appendix

F, 95.. A copy of the cover letter and questionnaire sent to VTAE graduates is in Appendix

G, p. 101,

For those who did not reply to the first mailing, a second cover letter and questionnaire

was distributed. The questionnaires for the first and the second mailings were identified.

The cover letters for both first and second.mailings were identical with the exception that

the cover letter on the second mailing contained a small rectangular box in the upper right

hand corner which contained to the words "Help!. We Need Your Response to Make

Communication Courses RELEVANT ." This rectangle and words within the rectangle were red

in color. (See Appendix H, p. 107.)



PROGRAMS SURVEYED

At the same time that the communication skills to be studied in the survey were
I

being determined through the process described in the previous section, it was necessary

to determine which programs offered throughout the Wisconsin VTAE system were to be

surveyed and how these prOgrams would be clustered.

Sampling VTAE graduates and employers of VTAE graduates for all the programs

offered in the state VTAE system in order to develop a list of communication skills compe-

tencies would be difficult. The resources.allotted to the project did not enable a comprehenSive

sampling for all the designated programs. Associate degree programs, and vocational diploma

programs offered in the Wisconsin VTAE system total slightly over 250.

Because this was to be a state-wide survey. (sampling VTAE graduates and employers

from all 16 districts by mail and personal interview) it was felt that two criteria were of

utmost 'importance in determining which programs to be surveyed:

1. The programs surveyed would have to be offered in at least 5 of the 16 districts.

2. The programs would have to be occupationally related so they could be clustered.

By applying the above two criteria, five clusters of instruction containing a total of 25

programs reMained.

A primary consideration in the final,reducation was whether meaningful responses could

be received from a mailed questionnaire. The final clustering included major instructional

divisions --Office and Distribution, Secretarial, Industrial Machine, Health, and Industrial

Technology-7and also maintained at least two programs and no more than four programs in

any of the final five clusters to be surveyed. A total of 15- programs would be.surveycd. The

15 clustered programs ,that were to be included in this survey are as follows:
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BUSINESS CLUSTER

10 -101 AcCounting
10-107 Business Data Processing
10-104 Marketing

SECRETARIAL CLUSTER

31-106 Clerk Typist
31-106 Stenographer
10-106 Secretarial Science

INDUSTRIAL MACHINE CLUSTER

31-421 Mechanical. Drafting
32-421 Mechanical Drafting
31-420 Machine Tool Operation
32-420 Machine Tool Operation

HEALTH CLUSTER

31-510
31-509
31-512

Practical Nursing
Medical Assistant
Operating Room Assistant

INDUSTRIAL TECHNOLOGY CLUSTER

10-605 Electronic Technology
10-606 Mechanical Design
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TYPE AND SIZE OF SAMPLE

It was decided to randomly sample both VTAE graduates and employers of VTAE

graduates of each of the 15 programs being surveyed. Approximately 35-50 supervisors

and 35-50 VTAE graduates were randomly selected for each of the 15 programs. It was

felt that a minimum of 20 responses per program within each response group --VTAE

graduates and employers-- was necessary to insure meaningful results. Also, it was felt

that the 35-50 sample size would result in the 20 responses per cell.

When a VTAE district in the state VTAE system is designated to conduct a state-wide

survey, the names and addresses of VTAE graduates-and the names and addresses of employers

are obtained from each of the sixteen districts through a letter from the Wisconsin VTAE

Director .

For this study, the letter sent by the state hoard to each of the sixteen districts

identified' the project, explained its intent, and requested two things:

1. The names and addresses of graduating students from June, 1973.

2. Follow-up Reports for 1972 and/or 1973.

Every district did not offer each of the 15 programs to he surveyed; therefore,

accompanying the letter to each district was a sheet listing the 15 programs and specifying

the number of wines and addresses needed for those prograirs offered in that district.



CHAPTER V

RESULTS OF THE STUDY

Upon'receiving the names and addresses of VTAE graduates, it became evident that

there were not enough graduates of Mechanical Drafting II to study the Mechanical Drafting

H Program. It appears that the student who would determine to pursue the Mechanical

Drafting II vocational diploma program instead elects to pursue the Associate Degree

Mechanical Design Program-. This reduced the number of programs studied from 15 to 14.

Also, because employers (supervisors) of Machine Tool I and Machine Tool II Program

graduates would have found itextremely difficult to determine any real difference in the needs

for communication skills between Machine Tool I and Machine Tool II VTAE graduates, this

data was combined from the supervisors (employers) of Machine Tool I and Machine Tool II

VTAE graduates.

Table 1, on the following page, presents the number of instruments sent and the

number and percent of instruments returned.

Table 2, p. 24; presents the rank order and mean response for each of the forty

coMmunication skills competencies within programs and program clusters according to the

responses of VTAE graduates.

Table 3, p. 25, presents the rank order and mean response for each of the forty

communication skills competencies within programs and program clusters according to

responses of supervisors (employers).

Tables 4 through 16, pp. 27 to 39, present in rank order the mean response for each

of the forty communication skills competencies within the 13-program areas (Note: Machine

Tool I and Machine Tool II were combined) as determined 1w employers.

Tables 17 through 30, pp.. ,11 to prc sent in rank order the thean response for each

of the forty competencies within the 14-program areas as determined by VTAE graduates.
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Table 1

NUMBER OF INSTRUMENTS SENT AND
NUMBER AND PERCENT OF INSTRUMENTS RETURNED

BUSINESS TECH CLUSTER 155 11.7

Accounting 59 40

Data Processing 44 42

Marketing 52 35

SECRETARIAL SCIENCE & 136 94

RELATED CLUSTER

Clerk- Typist 53 34

Stenographer 36 :33

Secretarial Science 47 27

INDUSTRIAL CLUSTER 145 77

Mechanical Drafting I 66 39

Machine Tool I & II Combined 79 38

Machine Tool I

Machine Tool II

/ uic

EMPLOYEES

No. Sent Returned %

12 8 106 83;':,

68i7c, 48 `35 7370

95% 36 32 89%

67% 44 39 89%

69% 131 98 - 75%

-18 38

92 t 3 8 27 71e--
57,7 45 r 33 73%

53c7 13 3 51 37c7

59c:: 58 18 31%.

48;

4()

39

1 9

13 j 33(1,7

HEALTH -VOC CLUSTER

Practical Nursing

Medical Assistant

Operating Room As, it

127 79

39 '31

55 25

62c)1-;

79Z i

45tX,!

96

29

33

64 1 679:

21 7270

24 73%

TECHNOLOGIES CLUSTER

Mechanical Design

Electronic Technology

33 23 34 19 5657

76 56 91 63 6

.10 28 70; 43 I 28 65,

28 78'; 48 3 53h

-23 -



A study of 'Table 2 and Table 3 reveals that within programs VTAE graduates and

employers responded very similarly, as both groups gave high ranks to similar com-

petencies and lcAv ranks to similar competencies. Also by comparing ranks and mean

responses within competencies and botiveen prOgrams, it becomes apparent that for

purposes of instruction in cel'olfmnic: t ion sl;ills it is pcKsible to cluster programs.
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Table 2

RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF VTAE GRADUATES

THE FOURTEEN PROGRAMS AND FIVE PROGRAM CLUSTERS

19
COMPETENCIES

Adapt written word usage to the job situation

Adapt spoken word usage to the job situation

(16)
3.66-
(8)

(18) (23)
3.28 3.41

(11) (5.5)
3.84 4.3*

(11)
4.23Uite the voice effectively and prommciation of words correctly

Maintain confidentiality concerning job-related information
(9.5)

(20) (21)

3.45 3.37

(9)
4,13
(15.5)
3.69

(8) (14)
4.19 3.71

(11.5)

(14.5)
4.00
(19.5)
3.73

(18) (16.5)
3.85 3.88

(7.5) (8)
4.37 4.27

(20.5) (26)
3.70 2.94

(14) (16)
3.86 3.44

(18.5) (14.5)
2.74 2.92

(8) (10)
3,47 3.46
1

2.84 2.62

(18)
2.87

(11)
3.46

(7.5) (21.5)

(15.5)

Use the telephone effectively
(12.5) (21.5)

Respond to non-verbaYcommunication (Body language)

Complete job-related forms (Applications, purchase requisitions,
invoices, sales receipts, orders)

Handle receptions and introductions competently

Remember essential Information

(13.5) (2)
4.10 3.74 4.42

(36) (37) (33.5)
2.46 0.25 2.79

(12.5) (24.5)
3.03

(7.5) (13)
4.37 4.12

(23)
3 ,1 2

(26)
2.94

(23) (22)
2.44 2.38

(25) (30)
2.05 1.77
(27.5) (30)
1.79 1.77

(12)
4.33
(1)
4 86
(20,5)

(6.5)
4.50
(2)
4.67

(15.5) (15,5) (19.5) (17.5)

Take notes effectively

(27) (29)
3.14 2.78

(1) (2)
4.66 4.50
(23.5) (20)

(20,5)

(5.5)

(20.5)
3.50

(1)
4.50

(22) (20.5)
2.47 2.46

(31) (25.5)-
1.74 2.00

(4.5) (5) (4) (5) (1) (3.5)
4.44 4.33 4.42 4.28 4.42 4.15

(31.5) (17)
3 14 3.81

(3) (5.5) (1)
4,28 4 62 4.75

(23,5) (15.5) (17) (18) (16) (21.5) (20.5) (23) (23)

3.36 3.68 3.93 3.79 3.80 3.17 2.53 2.23 12.64

Write a business letter
(22.5)

Use abbreviations and numbers in report writing

Give instructiona orally

(19.5)

Understand oral Instructions

Interpret and explain graphic illustrations (graphs, charts, tables)

Proofread and edit written communications

Write a general report

(28) (30.5)
2,88 2.92
(13) (13)
3.69 4,11

(22) (23)
3.42 3.38

(26.5) 1(26)
3.12 3.00

(13.5)

(36.5) (37.5) (36.5) 1(38)
1.89 1.37 1.31 1.52

(28) (24) (33.5) 28)

2.89 2.16 1.62 2,22

(11.5) (10.5) (11) I (12)

3.67 3.37 3.31 3.45

(22) (19)
3.86 3.54

(6) (3) (4) (3) (5.5) (3) (3) (5) (1) (2.5) (3.5) I (1.5)

4.23 4.44 4.39 4.35 4.32 4,56 4.36 4.41 4,50 4.26 4.15 4.30
(3.5)

(28) (24.5) (35,5) (28) (32.5) (34) (31) (33) (17.5) (13.5) (2) I (10)

3.03 3.03 2.74 2.93 2.11 1.93 2.36 2.13 3.33 3.00 4.23 3.52

(31.5) (33) (37) (34) (19) (22,5) (14.5) (20.5) (29) (40) (27.5)

2.83 2.56 2.61 2.62 .3.63 3.48 4.00 3.70 2.78 1.32 1.92 .01

(31.5) (32) (38) (32) (34) (33) (32) I (36)

2.83 2.59 2.45 2.68 2.05 2.07 2.30 2.14 1.89 1.64
(36.5)

Work cooperatively with other employees

Organize and leads conference

Question individuals to clarify Information

(37) 134.5) (27.5)
2.34 2.50 3.00 2.61

(37.5)

(14) (8) (15) (11)

3.80 4.06 4.00 3.95

Use Grammar correctly
(25.5) (15.5)

3.44

Spell correctly
(17)
3.31

(5.5)

Punctuate

Express ideas clearly and concisely

Present technical data orally
(19.5)

(7)
4.19
(14)
3.48

(17,5)

(17.5)

(13) (21)
4.04 3.55

(11.5) (5)
4.07 4,13

(2) (1)
4.59 4.67

(39)
1.58
(15)
3.81

(9)

(38)
1.83
(8.5)
3.94

(14.5)

(15,5) (11.5)
3.96 4.15

(35.5) (33.5)
1.42 1.62

(2.5) (1)
4.26 4.31

(34) (35)
1.58 1.46
(16.5) (12,5)
2.84 3.23

(18.5) (24)
2.74 2.08

(20.5) (19)
2.53 2.54

(33) ,(25.5)
1,63 2.00

(1 .5)
.30

(33) (38)
2.95 1.61

(5.5) (3.S)
4.62 4.58

(13)
3.34

(17). (15.5)

(21)
(2.68 (20.5)

(6.5)

(31.5)

(21) (11.5)
3.54 4.15

(21.5) (14.5)

(9) (7.5)
3.42 3 2

(14,5)
2.89 2.92

(6.5)
3 78
(14)
3.14

(15.5) (14) (14)
4.00 3.7

Read to comprehend job-related and technical materiels

Lead a problem-solving or informational discussion group

Participate in a problem-solving or Informational discussion group

Listen for main ideas

(9.5)
3.71 3.94

(38) (31)
2.32 2.63

(34)
2.74

(21)
3.44

(26)
3.00
(15.5)
3.44.

(22)
3.43

(15,5) (26.5)

(33.5)
2.79

(30.5)
2.92
(17)
3.95

(28)
2.81

(40)
1.27

Prepare written work neatly

(29)
2.89
(17)
3.61

(36)
1.87
(28)
2.79

(26)
2.92

(25)
3.15

(10) (1)1.5) (15.5) (21 .5)

(39.5)
1.58
(35)
2.06

(26,5)
3.12

(35)
1.94
(27)
2.94

(33)
2.50
(19)
3.28

(27,5)

(26)
1,54
(12)
3.26

(21.5)

Skim for pertinent information
(25.5)
3.31

(23)
3.13

(11)
4.09

(24)
1.05

(8.5)

(20.5) (25)
2.46 2.27
(16) (15)
2.77 3.10

(30) (24)
1.77 2.48

(19) (27) (18
4 01) 2,96 3.2
(ie) (18) (30
3.43 3.79 2.

Lead and participate in a business meeting (Parliamentary procedure)

Understand occupational terminology

(40)
2.00
(3.5)
4.37

(40)
2.00

Read aloud effectively

(4)
4,31

(9.5)

(40) (38) (39,5)
1.66 1,58 1.58

I 20) (14) (16.5)
3.42 4.00 3.88

(39)
2.03

Recoimize fact from opinion

Listen tactfully

Give attention to details

Adjust to a variable work load

(23.5)
3.37

(10)
4,09

(7)
4.21

(5)
4,26

(21.5)
3.19
(12)
3.75

(5.5)
4.25

(5.5)
4.25

(35.5) 1 (39)
2.74 .4 2.27

(19) I (23.5)
3.51 ' 3,36

(31)
2.61

(39)
1.56

(40)
2.00

(6) (4)
4.22 4.16

(40) (35.5)
1.50 1.42

(9.5) (10)
4.04
(6)
4.26

(29) (29) (29)
2.74 2.73 2.85

(9) (6) (10)
4.11 4.38 4.16

(8) (9) (5)
4.14 4.22 I4.33

(29)
2.77
(10

4.22

(26) (13,5)
2.94 3.18)

(11.5) (5)
3.67 4,05
(2) (6)

4.39 3.94

Participate in a conference

(7)
4.33

(27.5) (36).

(3)
4.46

(36)

(7) (7)
4,00 3 .67

(13) (29)

4.29
(8) (6),
4.46 41

(24) (34) 1(3
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.......,.,.................................................,................................
Adapt spoken word usage to the job situation

(8)
4.17

(11)
3.84

(5.5)
4.38

(9)
4.13

(13)
3.79

(11.5)
4.07

(19.5) 1

3.73 3.44 3.47
(10)
3.46

01)
3.46

(3)
4.71

(15.5)
3.92

ow
4. '

Use the voice effectively and pronuncintion of words correctly
(17)
3.59

(19)
3.25

(11)
4.23

(15.5)
3.69

(10)
4.00

(18)
3.85

(26.5)
3.88

1

K.91 I

(12)
4.33

(6.5)
4.50

(1
3.

Maintain confidentiality concerning Job-related information
(2)
4.49

(9.5)
3,94

(12)
4.15

(8)
4.19

(14)
3.71

(7.5)
4.37

(8)
4.27

10)
.12

(1)
4.16

(2)
4.67

(1)
4.

the telephone effectivelytively
(12.5)
3.94

(21.5)
3.19

(14)
4.10

(13.5)
3.74

(2)
4.42

(7.5)
4.37

(13)
4.12

(6)
.30

(20.5)
3,90

(9)
4,38

(21
2,

(33.5)
2.79

(37)
2.50

(30)
2.50

(30)
2.59

(33)
2.24

30)
2.44Respond to non-verbal communication (Body language)

(36)
2.46

(37)
2.25

Complete Jell-related forms (Applications, purchase requisitions,
Invoices. sales receipts, orders)

(12.5)
3.94

(24.5)
3.03

(1)

4.49
(12)
3.82

(15.5)
3.68

(15.5)
3.96

(19.5)
3.73

(I7)
3.79

I(20) (27) (20) (23

Handle receptions and introductions competently (27)
3.14

(29)
2.78

(20.5)
3.50

(26)
3.14

(23)
3.16

(20) (23)
3.70 3.33

(22)
3.40 1

Remember essential Information (1)
4.66

(2)
4.50

(5.5)
4.38

(1)
4.51

(1)
4.50

(4.5) (5)
4.44 4.33

(4)
4.42

I
1

Take notes effectively
(23.5)
3.37

(20)
3.22

(20.5)
3.50

(23.5)
3.36

(15.5)
3.68

(17) (18)
3.93 3.79

(16)
3.80 I

Write a business letter
(29)
2.97

(38)
2.22

(32)
2.84

(33)
2.67

(22)
3.24

(22.5) (22)
3.48 3.42

(23)
3.38

IUse abbreviations and numbers in report writing (19.5)
3.53

(28)
2.31

(30.5)
2.92

(27)
3.11

(25)
3.03

(27) (26.5)
2.85 3.12

(26)
3,00

(22)
3.43

(13)
3.69

(13)
4.11

(13.5)
3.74

(24)
3.13

(25) (28)
3.00 2.97

(25)
3.03

1
I I 421 4 25

1

4 'Give instructions orally

Understand oral instructIons
(6)
4.23

(3)
4.44

(4)
4.39

(3)
4.35

(5.5)
4.32

(3) (3)
4.56 4.36

(5)
4.41 I

Interpret and eztplab graphic illustrations (graphs, charts, tables)
(28)
3,03

(24 .5)
3.03

(35.5)
2.74

(28) 1

2.93
(32.5)
2.1I

(34) (31)
1.93 2,36

33)
2.13 I

Proofread and edit written communications
(31.5)
2.83

(33)
2.56

(37)
2.61

(34)
2.62

(19)
3.63

(22,5) (14.5)
3.48 4.00

(20.5)
3.70 v

Write a general report
(31.5)
2.83

(3.5)
4.37

(32)
'.59
0)
4,56

(38)
2.45
(2)
4.47

(32)
2.61
(2)
4.47

(34)
2.05
(4)
4.37

(33) (32)
2.07 2.30

1-(1) (7)
4.74 4.30

(32)
2.14
(2)
4.47

(33)
2.95
(5.5)
4.62

(38)
1.61

(3.5)
4.58

(3
1,,

(5)
4.Work cooperatively with other employees

Organize anti eads conferencel
(37)
2.34

(34.5)
2.50

(27.5)
3.00

(35)
2.61

(37.5)
1.76

(39) (38)
1.31 1.67

(39)
1.58

(37)
2.48

(39)
1.52

(3
1.

Question individuals to clarify information
(14)
3.80

(8)
4.06

(15)
4.00

r (11)
3.95

(12)
3.34

(13) (21)
4.04 3.55.

(15)
3.81

(17)
4.14

(15.5)
3.92

(1

3.
(24)
2.08

(20.5)
3 90

(10)
4.33

(1

3.Use Grammar correctly
(25.5)
3.31

(15.5)
3.44

(16)
3.97

(18)
3.57

(7)
4.16

(11.5) (5)
4.07 4.33

(9)
4.19

(20)
3.22

(11.5)
2.74

Spell correctly

Punctuate

(18)
3.57
(30)
2.86

(17)
3.31

(36)
2.44

(18)
3.79

(19)
3.56

(5.5)
4.32

(2) (1)
4.59 4.67

(1)
4.53

(14.5)
3.61

(20.5)
2.53

(19)
2,54

(10)
4 38

(6.5)
4.50

(1

3.

(29)
2.97

(31)
2.76

(17.5)
3.58

(15.5) (11.5)
3.96 4.15

(13)
3.90

(31)
2.61

(33)
1.63

(25.5)
2.00 2,08 1

(23)
9.

(2

Express ideas clearly and concisely
(11)
4.00

(7)
4,19

(3)
4.42

(7)
4.20

(17.5)
3.58

(21) (11.5)
3.54 4.15

19)
3.76

(4)
4.20
(14.5)
3.61

(10)
3.78

(9)
'2 '2
(IS)
2.89

(10.5)
3.37

(7.5)
3,62
(14.5)
2.92
(9)
3.54

(6.5)
3,78

, (14)
3.14

(9)
3.56

4.19

3,24

(14)
4.00
(24)
3.21

(14)
3.7
(23
2.4Present technical data orally

'(19.5)
3.53

(15)
3.71

(14)
3.48

(9.5)
3.94

(24)
3.22
(22)
3.43

(21.5)
3.41

(15.5)
3.69

(31).
2.29

(26.5)
2.82

(31) (30)
12.15 2.61

(28) (25)
2.81 3.15

(31)
2.35

(28)
2.93

(21.5)
3.42

(16
3.2Read to comprehend jeb-related and technical materials

(32)
1.69

(34)
1.83 2,71 1,65

(34
1.5Lead a problem-solving or informational discussion group

(38)
2.32

(31)
2.63

(33.5)
2.79

(36)
2.58

(39)
1.74

(40) (39.5)
1.27 1.58

(40)
1.53

(35)
2.18)

(27.5)
1.79

Participate in a problem-solving or informational discussion group (34)
2.74

(26)
3,00

(30.5)
2.92

(29)
2,89

(36)
1,87

(35) (35)
1,88 2.06

(35)
1.94

(33)
2.50

(26)
1.84

(20.5)
2.46

(25)
2.27 3,52 I.S3

(29
2.1

Listen for main ideas
(21)
3.44

(15.5)
3,44

(17)
3.95

(17)
3.61

(28)
2.79

(26) (26.5)
2.92 3.12

(27)
2.94

(19)
3.28

(12)
3.26

(16)
2.77

(15)
3.10

(19)
4 00

(18
3.2

(26)
3 18

(21.5)
3.41

(11)
3.97

(ID) (9)
4.12 4,18

(11)
4.09

(8.5)
3.94

(31)
1,74

(30)
1.77 I

124)
2.48

(2)4)

3.43
(16)
3.79Prepare written work neatly

(9)
4.11

(27)
2.94

,25)
3.21

(25)
L3,22

(26.5)
2.82

(24) (24)
3.04 3.30

(24)
3.05

(31)
2.61

(31)
1.74

(27.5)
1.92 [

(31))

2.09
(29)
3.38

(91)
2.59

(25
2.3Skim for pertinent information

(25.5)
3.31

(23)
3.13

Lead and participate in a business meeting (Parliamentary procedure)
(40)
2.00

(40)
2.00

(39) (40);

2.37 ! 2,12
(40)
1.66

(38) (39.5)
1..58 1,.58

(36)
1,61

(39)
1.56

(37,5)
1.37

(39)
1.15

(40)
I

1.33
(4)))
2.1)0

(40)
1.43

(39
1.3

Understand occupational terminology
(3.5)
4.37

(4)
4,31

(9.5) (4)
4.29 4.32

(20)
3.42

(14) (16.5)
4.18) 3.88

(18)
3.77

(6)
4.22

(4)
4,16

(9)
3.92

(4) 1

4.10 11

(2)
4.81

(9)
4.54

Read aloud effectively
(39)
2.03

(39)
2.03

(35.5)
2.74

(39)
2.27

(32.5)
2.11

(32) ( 4)
2.12 2.09

(34)
2.11

(40)
1.50

(39.9)
1,42

(38)
1.23

(39)
1.38

(38)
2.24

(33)
2.22

(32
I.

Recomize fact from opinion
(23.5)
3.37

(21.5)
3.19

(19)
3.53

(23.5)
i 3.36

(29)
,2.74
(9)
4.11

(29) (29)
2.73 2.85
(6) (1(1)
4.38 4.16

(29)
2.77
00
4.22

(26)
2.94
(11.5)
3.67

(13.5)
3,0))
(9)
4,05

(17.5)
2.62
(7.9)
3.62

(19)
2.85
(6.5) I
3.78

(18) (28) (20
4,10 2.74 3.1

(7.9) (11) (2)

4.52 4.29 4.Listen tactitiliy
(10)
4.09

(12)
3,75

(9.5)
4.29

i (I())
4.04

Glw attention to details (7)
4.21

(5.5)
4.25

(8)
4.31

(6)
4.26

(8)
4.14

(9) (9)
.14,22 i.33

(7)
4.21

(2)
4.39

(6)
3.94

(6)
3.85

(9)
04.6

(10) (13) (8)
04,38 4,1)4 4

(5)
4.26

(5.5)
4.29

(7)
4,33

727.5)
3.00

(9)
4.28

(30)
2.81

Adoist to a variable work load
(3)
4.39

(37.9)
1.76

(4.5) I, (2)
4.44 ' 4.99

(36) (30
1.89 1.97

(3)
4.46

(36)
1.86

I

(7)
4.00

(13)
3.64

(7)
3,67

(29)
1.78

(12.5)
1,23

(39.9)
1.11

(8)
3.61

(27)
2.24

(13) (8) (6)
1 4.29 4.46 4.-

(25) (34) ( 1

, 3,"9 1.91 2,1Participate 1., a conference
(33)
2.76

(3(1)

2.66
((9)
1.92

(37) (31
1,74 1.76

(37)
1.81

(24)
3,0(1

(39)
I , i3

(40)
1. 00

(n)
I.79

I , I 36) ;36) (37
42.-ri 1 ."1/ 1Write a format, documented report

(35)
2.54

(34.5)
2.911

(40)
2.1)5

(.38)

2.36

2 ! I.-5 4. +4 1:3.1
Mean, for Program, ind Prouram Clusters 3.43 3.27 3,93 3.41 1.21 1.10 1.13

----t

1.28 1.16 2,59

"Rank Her Mean response on a 9.point Likert scale when 5 point!, were awarded for each
vifortue:v Important response, 4 points for Very Important, 3 poMt for
Import...riot. 2 points for Moderately Important, and 1 p Ant for Not Important,

11

""*Rank Order determine) t Program r n /as Pr,Tranl t Me
Progra
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RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF SUPERVISORS

THE THIRTEEN PROGRAMS AN)) FIVE PROGRAM CLUSTERS

9

COMPETENCIES

Adapt written word usage to the Job situation (16.5)* (13)
4.00
(16)
3.88

Use the voice .effectively and pronunciation of words correctly

Maintain confidentiality concerning job-related information

Use the telephone effectively

(11) 0.2r
4.03 3.9455

(8) (9)
4.14 4.00
(15) (23)
3.91 3.52

(18.5) (13.5)
3.42-

(18.5)

(15.5) (9)
3.85

(22.5)

(11.5) (17 .5)

(12)
3.95 .3.31 2

Respond to non-verbal communication (Body language) (31.5)

(11)
4.04
(13)
3.54

(5.5)
4.26
(13)
3.96

(1) (1) (1.5)

4.54 4.76 437
(15)
4.03
(20)
3.97

(22.5)
3.24

Complete job-related forms (Applications, purchase requisitions,
invoices, sales receipts, orders)

-Handle receptions and intrcductions competently

Remember essential information

(26.5)

(33.5)

'rake notes effectively

Write a business letter

(22) (10.5)
3.65
(19.5)

Use abbreviations and numbers in report writing

Give In.-ma-atone orally

Understand oral instrucrlons

Interpret and explain graphic illustrations (graphs, charts, tables)

Proofread and edit written commtmlcations

fierite a general report

ork cooperatively with other employees

Organize and lead a conference

(31.5) (25.5)

(28) (30)
3.43 3.12

(31.5) (20.5)

(10) (24)
4.06 3.50
(1) (1.5)
4.43 4.41
(26) (19)
3.54 3.75 4_

(20.5) (27)
3.50 3.43

(25.5) (22.5)

(5.5) (4.5) (3)
4.23

(15.5)

(39) 1 (37)
2.71 2.79

(20.5) (16)
3.80 3.82

(4) I (5.5)
4.23 4.23
(34 .5) (32)
3.26 3.24

Question individuals to clarify information
(19.5)

(25) (29)

(8)
3.85

(5)

4.42
(17)
3.67

(16)
4.09
(30)
2.70

(21)
3.71
(31)
2.42

(29) (31)
2.72 2.25

(33.5)
2,3$
(30)
2.50

(40)
2.03
(30)
3.19

(3%
2.50

(27.5) (18) (12) (13.5 (11.5)
3.51 3.62

(4)
4.44
(35)
2.09

(5)
4.64
(33)
2.44

(5.5)
4.26
(34)
2.19

(3)
4.45
(34)
2.24

(3)

4.21
(17)
3.62

(3)
4.19
(18)
3.19

(4)
4.20

(17.5)
3.41

(4.5)
4.68
(33)
3.06

(31) I (30)
3.29 3.29
(2) (1.5)
4.40 4.41

(33.5) (27.5)
2.95 3.49
(5) (17.5)
4.31 3.89

(8.5)

(29) (30)
2.72 2.48
(3) (2)
4.67 4.59

(27)
2.79

",(32)
2.62

(34.5) (36)
2.53
(34)
2.97

(2)
4.59

(1.5)

.3.09

3.57 4.12

(23.5) (22) (7)
3.71 3.56 4.36
(27.5) (31) (11.5)
3.49 3.25 3.97

Express ideas clearly and concisely

(24)
3.61
(8)
4.42

(37)
2.09
(23)
3 .64

(12.5)

(31.5)

(11.5)
3.59

(12)
3.55

(9.5) (15)
3.79

(3)
4.67
(13)
4.27

(4)
4.30
(12.5)
3.93

(16) (18.5)
4.09 3.74

(4.5)
4.44
(12)
4.06

(20)
3.11
(33.5
2.35

(10)
4.42
(25)
3.43

(10)
4.25
(26.5) (31.5

3.65

Read to comprehend job-related and technical materials

Lead a problem-solving or Informational discussion group

Participate in a problem-solving or informational discussion group

Listen for main ideas

(33.5)

(25.5)

(31.5) (34) (32.5)
2.63 2.19

(27) (28)
3.25 2.89

(39) (39)

(13.5)
3.72)

(1.3.5)
3.42

(13.5

1.82 2.13

Prepare written work neatly

Skim for pertinent Information

Lead and participate in a business meeting (Parliamentary procedure)

(16.5)
3.80
(14)
3.88

(20.5)

Understand occupational terminology

Read aloud effectively

(38)
2.40
(12)
4.05

-(39) (40)
2.38 2.10

Recognize fact from opinion

(29) I (28)
3.47 3.42
(13) I (13)
3.97 3 91
(23 .5) (20)
3.71 3.66
(30) (25.5)
3 31. 3 44
(38) (38)
2.-80 2.65

(11.5)

(34) (32)
2.41 12.36

(26) (20)
3.45 3.73
(11) (11)
4.30 ! 4 .07

(39)
1.93

(32.5)

(32)
2.25

(30)

(13.5) (10.5)

(23)
2.97
(39.5)
1.85

(21)
2.89
(37.5)
1.92

(22)
3.05
(24)
2.93

(29)
2.46
(21) (19).
3.32 3.57

(18.5)
3.56
(24)

3.17
(39)
1.72-

(13.5) (22)
3.91 3.88

(36.5) (38) (39) (38) (39.5) (39)
2.00 2.15 1.78 1.85 1.84

3.63
(10)
3.79

(7) (12) (6) (6.5)
3.92 4.35 4.40 4.35

(3 (38) (4)2) (34)
1.85 2.42 1.60 1.96

(10) (15) (15)
1.07 3.93 3.91

Listen tactfully
(10.5)

Give site on rode ifs

(0) ;(11) ((0)

4.03 14.30 4.15
(9.5)

45) 1(7) (3)

(5) (8) (4.5) (8)
4.13 3.91 4.68 4.36
(4) (2) (8)

(21)
3.43
(8,5)
4.26 1

(7) (6.5)
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Adapt spoken word usage to the Job situation (11)
4.00

(16)
3.88

(19
4.14

(9)
4.00 4.91

13.5) (14)
4.15

(15.5)
3.15

(13)
3,97

(9)
3.82

(9) 1

3.87
(9)

115-

(7)
4.52

(11)
4.04

0.5)
4.26

Use the voice effectively and pronunciation Of words correctly . (22)
3.65

(32)
3.02

(15)
3.91

(23)
.52

16)
74

(20)

3.97
(22.5)
3.67

(20)

3.79
(26)
2.85

(25) ((26)
2,68 2.77

(1 r

4.03
(13)
3.84

(13)
3.96

Maintain confidentiality concerning job-related information (1)
4.55

(4)
4.38

(6)
4.17

4)
.36

(1)
4.58

(1)
4.70

(1)
4.69

(1)
4.66

(11.5)
3.77

(20)
3.05

17 .5)
.41

(1)
4.84

(1)
4.76

(1.5)
4.87

Use the telephone effectively. (12)
3.95

(25.5)
3.29

(6)
4.17

(17)
3.80

I (8)
4.26

(9)
4.33

(7)
4.22

(8)
4.27

(21)
3.31

(26)
2.66

23)
.99

(18)
4.0$

(2)
4.52

(11.5)
4.04

Respond to non-verbal communication (Body language) (40)
2.20

(39)
2.17

(32.5)
3 .27

(12)
4.00

(39)
2.54

(18)
3.76

(30)
2.53

(18)
3.62

(31.5)
2.63

(21)
3.94

(29)
2.60

(14)
3.89

(30)
2.59

(18)
3.82

(38)
1,97

(22)
3.28

(40) 140)
1.68

(18)
3.19

i.83

19)
:.24

(20)
3.97

(30
3.07

(22.5)
3.24

(26.5)
3.08

(10)
4.09

(22)
3.35

Complete Job-related forms (Applications, purchase requisitions,
Invoices, sales receipts, orders)

(9)
4.08

(27)
3.21

Handle receptions and introductions competently (27)
3.48

(33.5)
2.98

(10)
4.06

(24)
3.50

(25.5)
3.21

(18)
4.06

(22.5)
3.67

(22)
3.65

(34)
2.54

(27)
2,64

I (28)
2.59

(26)
3,55

(20)
3.38

(28)
2.87

Remember essential information (2)
4.38

(3)
4.43

(1)
4.43

(1.5)
4.41

(6)
4.38

(3)
4.67

(5.5)
4.26

(4.5)
4.44

(4)
4.18/

(2)
4.27

I (3)
4.23

(3)
4.74

(5)
4.42

(5)
4.52

Take notes effectively (22)
3.65

(10.5)
4.07

(26)
3454

(19)
3.75

E(19)
3.58

(11)
4.30

(15.5)
3.85

(15)
3.91

(8V
385

(18)
3.19

I (16)
3.52

(18)
4.03

(17)
3.67

(23)
3.17

(35)
2.79

(20.3)
LSO

(27)
3.43

(24)
3.32

(16)
4.09

(21)
3.71

(21)
3.71

(31)
2.64

(36)
2.11

(33.5)
2.38

(40)
2.93

(32)
2.33

(39)
1.57Write a business letter (19,5)

3.70
(37)
2.67

(9)
2 71

(37)
2.79

(29)
2.85

(30)
2.70

(31)
2.42

(29),
2..6

(29)
2.72

(31)
2.28

(30)
2.50

(30)
3.19

(28)
2.96

(30)
2.50Use abbreviations and numbers in report writing (35)

3.00
(17)
3 gs

(0.5)
31,9

(16)
3.82
'

(27.5)
3.18

(23)
3.67

(25)
.3.37

( 5)
'3.41

(18,
3.51

(12)
3.62

(13.5
3.57

(14j
4.19

(14)
3.83

(11.5)
4.04Give instructions orally (15)

3.83

Understand oral instructions (6)
4.20

(7)
4.26

(4)
4.23

(5.5)
4.23

--
(4)
4.44

(5)
4.64

(3.0
4.26

(3)
4.45

(3)
4.21

(3)
4.19

(4)
4.20

(4.5)
(4.68
(33)
3.06

(4)
4.46
(34)

(4)
4.61

(35)
1.87

interpret and explain graphic illustrations (graphs, charts, tables) (31.5)
3.18

(25.5)
3.29

(34.5)
3.26

(32)
3.24

(35)'
2.09

(33)
2.44

(34)
2.19

(34)
2.24

(17)
3.62

(18)
3.19

(17.5)
3.41

Proofread and edit (written communications (28)
3.43

(30)
3.12

)(25)
3.57

(29)
3.37

(20)
3.56

(19) (8.5)
4,00 4.19

(1{)
3.92

(27)
2.79

(34.5)
2.19

I (31)
2.49

...1

(36)
2.53

(31)
2.38

(40)
1.48

Write a general report (31.5)
3.18

(3)
4.35

(20.4y
3. o

S;)
4.48

(31)
3.29
(2)
4.40

(30)
3.29
(1.5)
4.41

(31)
2.29
(2)
4.59

(29) (30)
2.72 2.48
(3) (2)
4.67 4.59

(31)
2.50
(2)
4.59

(32)_
[2.62
(1)
4.51

(30)
2.31

(1)
4.41

(32)
2.47
(1)
4.46

(34)
2.97
(2)
4.131

(36)
1.91

(3)
4.50

(37.5)
1.74
(1.5)
4.17Work cooperatively with other employees

Organize and lead a conference (36) i
2,80 .

(33:5)
2.98

(27.5)
3.49

(36)
3.09

(38)
1.97

(35) (37)
2.36 1.93

(37)
2.09

(37)
2.26

(33)
2.22

(36)
2.24

(31)
3.10

(38)
1.75

(31.5)
2.30

Question individuals to clarify information (19 )
3.

(5)
4.31

(17.5)
3.89

(10)
3.96

(21)
3.53

(24) (17)
3.61 3.78

(23)
3.64

(11.5)
3.77

(15)
3.41

(12)
3.59

(15)
4.16

(12)
.3.88
(15)
3.79

(17)
3.65

(20)
3.52Use Grammar correctly (22)

3.65
(28) (17.5)
3.19 3.89

(21)
3.57

(9)
4.12

(8) (12.5)
4.42 3.93

(9.5)
4.16

(24)
2.95

(24)
2.70

(25)1
2.83

(16)
4.10

Spell correctly (13)
3.90

(31) (23.5)
3,07 3.71

(22)
3.56

(7)
4.36

(3) (4)
4.67 4,30

(4.5)
4!.44

(19)
3.41

(22)
2.81

(20)
3.11

(10)
4.42

(10)
4.25

(16)
3.70

Ptuictuate (26)
3.50

(36) (27.5)
2.78 3.49

(31)
3.25

(11.5)
3.97

(13) (12.5)
4.27 3.93

(12)
4.06

(33)
2,56

(34.5)
2.19

(33,5
2.38

(28)
3.43

(26.5)
3 08

(31.5
2 30

Express ideas clearly 1114 en*.eisely (5)
4.28

(8) (6)
4.24 4.17

(5.5)
4.23

(17)
3.65

(16) (18.5)
4.09 3.74

(17)
3.83

(6)
3.97

(8)
3.95

(6)
3.96

(11)
4.39

(16)
3.68

(14)
3.91

Present technical data orally (29)
3.35

(18) -(32.5)
3.71 3.27

(25.5)
3.44

(33.5)
3,18

(31.5) (34)
2.63 2.19

(32,5)
2.33

(25)
2,92

(16)
.22

(21)
3.07

(27)
3.48

(30)
2.40

(24)
3,09

Read to comprehend Job-related and technical materials (25)
3.58

(9) (22)
4.17, 3.79

(15)
3.84

(25.5)
3.21

(27) (28)
3.25 2.89

(28)
3,12

(13.5)
3.72)

(13.5)
3.42

(13.5
3,57

(22)
3.90

(25)
3.13

(15)
3.74-

Lead a problem -solving or informational discussion group (38)

2.73
(23) (36)
3.38 3.21

(34.5)
3.10

(39)
1.82

(39) (30
2.13 1.85

(39)
1.93

(36)
2.28

(32)
2.25

(35)
2.27

(35)
2.74

(37)
1.80

(33)
2.17

Participate In a problem-solving or informational discussion group (33)
3.10

(19) (29)
3.69 3.47

(28)
3.42

(32)
2.21

(34) (32)
2.41 12.36

(32.5)
2.33.

(30)
2.69

(28)
2.57

(27)
2.63

(24)
3.77

(29)
2.46

(29)
2.83

Listen for main ideas (16.5)
3.80

(14) (13)
3.98 3.97

(13)
3 91

(23)
3 38

(26) '(20)
3 45 13 73

(24)
3 2

(13.5)
. 72

(10.5) (11)
3 7

(21)
3

(21)
3.32

(19)
3.57

Prepare written work neatly (14)
3.88

(20.5) (23.5)
3.40 3.71

(20)
3.66

(11.5)
3.97

(11) (11)
4.30 4.07

(11)
4.11

(20)
3,36

(23)
2.73

(22)

3.05
(23)
3.87

(18.5)
3 56

(25)
3.04

(23)
2.97

(21)
2.89

I (24)
2.93

(29)
3.39

(24)
3.17

(27)
2.96Skim for pertinent information

Lead and participate in a business meeting (Parliamentary procedure)

(24)
3.63
(37)
2.75

(23) (30)
3.38 3.31
(38) (38)
2.40 2.80

(25.5)
3.44
(38)
2.65

(22)
3.41

(28)
3.18

(27)
3.11

(273
3.23

(4(3)

1.71
(4(1)

2.03
(40)
1.64

(40)
1.79

(39.5)
1.85

(37.5)
1.92

I (38)
1.89

(39)
2.10

(39)
1.72

(36)
1.78

Understand occupational terminology (18)
3.75
(39)
2.38

(12) (19)
4.05 3.85
(40) (40)
2.10 2.49

(14)
3.88
(40)
2.32

(13.5) (22)
3.91 13.88

(36.5) 1(38)
2.00 2.15

(24)
3.63

(.39)
1.78

(19)
3.84

(38)
1.98

(10)
3.79
(39.5)
1.85

(7)
4.05

(39)
1.84

(7)
3.92
(39)
1.85

(12)
4.35

(38)
2.42

(6)
4.40

(6.5)
4.35

Read aloud effectively (40)
1.60

(34)
1.96

Recognize fact from opinion (10)
4.03

(15) (15)
3.93 3.91

(11)
3.95

(27.5) 1(25)
3.18 13.48

(20
3.26

(26)
3.31

(7)
3.87

(10.5)
3.79

(10)
3.83

(13)
4.32

(22,5)
' 3.24

(21)
3.43

Listen tactfully (8)
4.15

(10.5) (9)
.07 4.09

(8)
4.10

(10)
4.03

(11)
4.30

(10)
4.15

(9.5)
4.16

(15)
3.69

(5) ,

4.13 I

(8)
3.91

(4.5)
4.68

' (8)
4.36

(8.5)
4.26

Give attentioti to details (4)
4.30

(1) (3)
4.62 4.29

(3)
4.40

(5) (7)
4.41 4.48

(3)
4.33

(6)
4.44

(2)
4.36

(4)
4.18

(2)
14.27

(8) (7)

4.47 4.38
(6.5) '

4.35

Adjust to a variable work load (7)
4.18

(6) (15)
4.30 3.91

(7)
4.13

(33)
3.21

(3) (6)
4.47 4.52

(33.5) , (36)
2.18 ,2.31

(8.5)
4.19
(34)
2.19

(7)
4.38
(35)
2.23

(5)
1,00

(28)
2.77

(6)
4.08

(5)
4.04

(6) (9)
4.60 4.33

(3)
4-78

Participate in a conference (30)
3.20

(29) (34.5)
3.1" 3.26

(29) (29) (25), (33)
2.36 2.57 3.60 2.29

(26)
3.00

Write a formal, documented report (34)
3.05

(23) (37)
3.38 , . 88.

(34.5)
3.1(1

(36.5) (37)
2.00 1.2.22

(36)
2.08

3.37

(36)
2.1C

3.11

(35)
2.44

(37.5) I (37) (37) (35)
1.92 I 2.20_4 2.47 1.96

(37.5)
1.74

t. leans for Programs and Program Closter, 3.61

____

3.54 3.6i) 1.01 3.23 3.03 3.13111 31761 3.291 1.34 13.60
1

3.30_ ___. -
"Mean response un a 5-point Likert scale when 5 points were 'warded or each

Extremely Important response, 4 points for Very Important, .3 points for Important,
2 points for Moderately Important, and 1 point for Not Important.

45

'"Rank Order de ...mined y Program Closter ineans. " "Program Cluster Means
of Program Means'

16
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TABLES 4 THROUGH 16 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY SUPERVISORS WITHIN EACH OF THE FOLLOWING THIRTEEN AREAS:

Table 4 Accounting (10-101) p.- 27

Table 5 Data Processing (10-107) p. 28
Table 6 Marketing (10-104) p. 29
Table 7 Clerk TypiSt (31 -106) p. 30
Table 8 Stenographei (31-106) p. 31

Table 9 Secretarial Science (10 -106) p. 32
Table 1.0 Mechanical Drafting (31 -421) p. 33

Table 11 Machine Tool Operation (31-420/32-420) p. 34

Table 12 Practical Nursing (31 -510) p.
Table 13 Medical Assistant (31 -509) p.. 36
Table 14 Op crating Room Assistant (31 -512) p. 37
Table 15 Electronics (.10-605) p. 38
Table 16 Mechanical Design (10-606) p. 39
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Table 4

RANK ORDER AND MEAN RESPONSE FOR EACH OF TI-IF FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF ACCOUNTING (10-101)

GRADITATES

(1)* 4,55' Maintain confidentiality concerning job-related information
(2) 4.38 Remember essential information
(3) 4.35 Work cooperatively with other employees
(4) 4.30 Give attention to details
(5) 4.28 Express, ideas clearly and concisely
(6) 4.20 Understand oral instructions
(7) 4 .1 8 Adjust to a variable work load
(8) 4.15 Liston tactfully
(9) 4.08 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(10) 4.03 Recognize fact from opinion
(11) 4.00 Adapt spoken word usage to the job situation
(1 2) 3.95 Use the telephone effectively
(13) 3.90 Spell correctly
(14) 3. 88 Prepare written work neatly.
(15) 3.83 Understand oral instructions

(16 . 5) 3.80 Adapt written word usage to the job situation
(16 5) 3.80 Listen for main icL as

(18) 3.75 Understand occupational terminology
(19.5) 3.70 Write a business letter
(19. 5) 3.70 Question individuals to clarify information

(22). 3.65 Use the voice effectively and pronunciation of words correctly
(22) 3.65 Take notes effectively
(22) 3.65 Use Grammar correctly
(24) 3.63 Skim for pertinent information
(25). 3.58 Read to comprehend job-related and technical materials
(26) 3.50 Punctuate
(27) 3.48 Handle receptions and introductions compctently
(28) 3 .43 Proofread and -'edit written communications
(29) 3.35 Present technical data orally
(30) 3.20 Participate in a conference

(31 . 5) 3 .1 8 Write a L';:11C417Lti report

(31 . 5) 3.18. Interpret and explain graphic illustrations (graphs, charts, tables)
(33) 3.10 Participate in a problem-solving or informational discussion group
(34) 3.05 Write a formal, .documented report
(35) 3.00 Use abbreviations and numbers in report writing
(36) 2.80 Organize and lead a conference
(37) 2.75 Lead and miticipate in a bu5;iness meet in:T, (Parliamentary procedure)
(38) 2.73 Lel(' a pro!)lern (1r ittfornat tonal ;_',sotto

(39) 2.3 8 Read aloud ei
(40) 2.20 Ile!Tond to i:AL-erbttl cow langtnwe)

Ran!: Ordc.'r
''Mean response on a 5--point Likert Nyl/en 5 points were ZINVZirded for eich Extremely

Ili nortant ri':;pon!.e. 4 p#1t-il;; 1(4' I.1;1,111 3.)iiii!-; for ni:-,Thrtauf 2 ;;:)intz,-;

Moderately Important, and 1.point for Not Iipmpartant .



Table 5

RANK ORDER AND MHAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF DATA PROCESSING (10-107)

GRADUATES

(1) 4.62 Give attention to details
(2) 4.48 Work cooperatively with other employees
(3) 4.43 Remember essential information
(4) 4.38 Maintain confidentiality concerning job-related information
(5) 4.31 Question individuals to clarify inforMation
(6) 4.30 Adjust to a variable work' load
(7) 4.26 Understand oral instructions
(8) 4.24 Express ideas clearly and concisely
(9) 4.17 Read to comprehend job-related and technical materials

(10.5) 4.07 Take notes effectively
(10.5) 4..07 Listen tactfully

(12) 4.05 Understand occupational terminology
(13) 4.00 Adapt written word usage to the job situation
(14) 3.98 Listen for main ideas
(15) 3.93 Recognize fact from opinion
(16) 3.88 Adapt spoken word usage to the job situation
(17) 3.83 Give instructions orally
(18) 3.71 Present technical data orally
(19) 3.69 Participate in a problem-solving or informational discussion group

(20.5) 3.40 Write a general report
(20.5) 3.40 Prepare written work neatly

(23) 3.38 Lead a problem-solving or informational discussion group ),.

(23) 3.38 Skim for pertinent information
(23) 3.38 Write a formal, documented report

(25.5) 3.29 Use the telephone effectively
(25.5) 3.29 Interpret and explain graphic illustrations (graphs, charts, tables)

(27) 3.21 Complete job-related i'orms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(28) 3.19 Use Grammar correctly
(29) 3.17 Participate in a conference
(30) 3,12 Proofread and edit written communications
(31) 3.07 Spell correctly
(32) 3.02 Use the voice effectively and pronunciation of words correctly

(33.5) 2;98 Handle receptions and introductions competently
(33.5) 2.98 Organize and lead a conference

(35) 2.79 Write a business letter
(36) 2.78 Punctuate
(37) 2.67 Use abbreviations and numbers in report writing
(3 t) 2.40 Lead and participate in a business meeting (Parliamentary procedure)
(39) 2.17 Re:-3pond to non-verbal communication (i;ody language)

(40) 2.10 Read aloud effectively



Table 6

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF MARKETING (10 -10.1)

GRADUATES

(1) 4.43 Remember. essential information
(2) 4 .40 Work cooperatively with other employees
(3) 4.29 Give attention to details
(4) 4.23 Understand oral instructions
(6) 4.17 Maintain confidentiality concerning job-related information
(6) 4.17 Use the telephone effectively
(6) 4.17 Express ideas clearly and concisely
(8) 4.14 Adapt spo1,7vn word usa.w to the job situation
(9) 4.09 Listen tactfully

(10) 4.06 Handle receptions and introductions competently
(11) 4.03 Adapt written word usage to the job situation
(12) 4.00 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(13) 3.97 Listen. for main ideas
(15) 3.91 Use the voice effectively and pronunciation of words correctly
(15) 3.91 Recognize fact from opinion
(15) 3.91 Adjust to a variable work load

(1 7. 5) 3. 89 Question individuals to clarify information
(17.5) 3.89 Use Grammar correctly

(19) 3..85 Understand occupational terminology
(20 . 5) 3.80 Write a business letter
(20 , 5) 3. 80 Give instructions orally

(22) 3.79 Read to comprehend job-related and technical materials
(23.5) 3.71 Spell correctly
(23 . 5) 3.71 Prepare written work neatly

(25) 3.57 Proofread and .edit written communications
(26) 3.54 Take notes effectively

(27.5) 3 .49 Organize and lead a conference
(27. 5) 3.19 Punctuate

(29) 3 .47 Participate in a problem-solving or informational discussion group
(30) 3 .31 Skim for perfinent information
,(31) 3.29 'Write a ilener:1.1 report

(32.5) 3.27 Respond to non-verbal communication (Body language)
(32.5) 3.27 'Present technical data-orally-.
(34 . 5) 3.26 Interpret and explain graphic illustrations (graphs, charts, tables)
(34 . 5) 3.26 Participate in a conference

(36) 3.21 Lead a problem - solving or informational discussion group
(37) 2. 88 Write a formal, documented report
(38) 2. 80 Lead and participate in a iiin-ditess ineetin,;. (Parliamentary procedure)
(39) 2.71 1 'se a bl-,rY ioiL and iitIn;b:1-!; in rip,#rt writing
(40) 2.19.. Read aloud eff,_.et ivciv

ti
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Table 7

RANK ORDER AND MEAN RESPONSE FOR PACT I OF '141IE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF CLERK TYPIST (31 -100

GRADUATES

(1)
(2)

(3)

4.58
4.50
4.47

Maintain confidentiality concerning job-related information
Work cooperatively with other employees
Adjust to a variable work load

(4) 4.44 Understand oral instructions \
(5) 4.41 Give attention to details \
(6) 4.38 Remember essential information
(7) 4.36 Spell correctly- \
(8) 4.26 Use ,the tc-,lc phon,..; effectively \
(9) 4.12 Use Grammar correctly

(10) 4.03 Listen tactfully
(11.5) 3.97 Punctuate
(11.5) .3.97 Prepare written work neatly
(13 . 5) 3.91 Adapt spoken word usage to the job situation \
(13.5) 3.91 Understand occupational terminology \

(15) 3,79 Adapt written word usage to the job situation
(16) 3 74 Use the voice effectively and pronunciation of words correctly
(17) 3.65 Express ideas clearly and concisely
(1 8) 3.62 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(19) 3.56 Take notes effectively
(20) 3.56 Proofread and edit written communications
(21) 3.53 Question individuals to clarify information
(22) 3.41 Skim for pertinent information
(23) 3 . 38 Listen for main ideas
(24) 3.32 Write a business letter

(25. 5) 3.21 Ilandle receptions and introductions competently
(25.5) 3.21 Read to comprehend job-related and technical materials
(27.5) 3.18 Give instructions orally
(27.5) 3.1 8 Recognize fact frow opinion

(29) 2. 85 Use abbreviations and numbers in report writing-
(30) 2.53 Respond to non..yerival C'n111111111i cation (ilociv hrtn.Jua2,e)

(31) 2.29 Write a general report
(32) 2.21 Participate in a problem - solving or informational discussion group

(33.5) 2.18 Present technical data orally
(33.5) 2.18 Participate in a conference

(35) 2.09 Interpret and explain graphic illustrations (graphs, charts, tables)
(36.5) 2.00 Read aloud effectively
(36. 5) 2. 00 Write a formal, documentW report.

(38) 1 .9 01.7;:tnize and lead a cont.crence
(39) 1 .S2 Lead a proH:..w:-:ol,in or infr,r.1 .1if1.1.11 li,.;cit,-;:.7i,,11 !'/7, i!i)

(40) 1.71 Lead and particip:ite in a 1-)!inip.'L:-..: meeting (Parlianlentay procedure)

-.30-



Table 8

RANI: ORDER AND 7\10AN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SI TERVISORS OF STENOGRAPIIV (31-10))

CRAMIATES

(1) 4.70 Maintain con ci'it'llT L.il it.',," C',J311. ernin?, joh-i' .htted information
(3) 4.67 Remember essential information
(3) 4.67 Work cooperatively with other employees
(3) 4.67 Spell correctly
(5) 4.64 Understand oral instructions
(6) 4.52 Adjust to a variable worl, load
(7) 4.48 Give attential to deti.lils
(8) .1.12 t' -,c C:tr,rIl.:.:1; co.::.t.scl:,,.

(9) 4.3:3 Use the telephone effectively
(11) 4.30 Take notes effectively
(11) 4 .30 Prepare written work neatly
(11) 4.30 Listen tactfully
(13) .4.27 Punctuate
(14) 4.15 Adapt spoken word usaw to the job situation
(16) 4 .09 Adapt written word usage to the job situation
(16) 4.09 Write a business letter
(16) 4.09 Express ideas clearly and concisely
(1 8) 4.06 handle receptions and intro(luctions competently
(1 9) 4.00 Proofread and edit `11:17 i ilon Communications
(2(0) 3 . 97 IThe Iii... voice elfc.ctivel\ and nronunciat ion of worci:-. corre..!tlY
(21) 3.94 Complete 10'A-related forms (Applications, purchaso requisitions. invoices,

sales receipts, orders)
(22) 3.88 : Understand occurational terminoloni
(23) 3.67 Give instructions orally
(24) 3.61 Question individuals to clarify information
(25) 3 .4 8 Recoymi7t.., fact from opinion
(20 3.-1.-5 Listen tor muin idyls
(27) 3.25 Road to comprchunci job-rebded and teclInici-.1 malt..rials
(28) 3 , 18 Skim for pertinent inform...Ilion
(29) 2 .12 Write a 1:ent.d:01. rtl,c,rt
(30) 2.70 i't,e abbcovi:7tioi.; 7!!!: it,,,Iil,y i ft 7)011 ,.yritin,z.

(31.5) 9 , ;;:i pw,1.1"iid i.,) 11,:,1--,;(,r,%:;i C' r,. 7i1111A'::: Li ''il 1,1: IS: ILILI::; l'.;',...9

(31.5) 2.63 Present technical data orally
(33) 2.44 Interpret and explain graphic illustrations (graphs, charts. tables)
(34) 2,41 Participate in a problem-solving or informational discussion group
(35) 2.36 Organize and lead a conference
(36) 2.31 Participate in a conference
(37) 2.02 Write a formal , documented report
(38) 2.1 71 Re'ad al, 1;.1 f'}f`-arr. i,t

(3(1) ? . 13 t,t,..1.! ,i-i;HH.:1,-.:.f\*. ( , , i j , 1 i i , \ H r{'- all- ',;Hai ,?-.[1,

(CO) 2.03 1.-,ri i'.i r:i...:.Ict-' ( in :i i,1 it-: 1'1'',ihtY %f. IA KI:P%ir', , (H'.Iri'

r7:49
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Table 9

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED IlY SUPERVISORS OF SECRETARIAL SCIENCE (10-106)

GRADUATES'

(1) 4.69 Maintain confidentiality concerning job-related information
(2) 4.59 Work cooperatively with other employees'
(3) 4.33 Give attention to details
(4) 4.30 Spell correctly

(5.5) 4.26 Remember essential information
(5.5) 4.26 Understand oral instructions

(7) 4.22 Use the telenhofte eft'ectivelv
(8.5) 3.10 PrOOfnifail Li!'1. tali. WI' Itt ell (.'t1":-Iii.:11111ealiOrIS

(8.5) 4.19. Adjust to a variable work load
(10) 4.15 Listen tactfully
(11) 4.07 Prepare written work neatly

(12. 5) . 3 . 93 Use Grammar correctly
(12.5) 3.93 Punctuate

(14) 3.89 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(15.5) 3. `,-',5. Adapt spoken word usage to the job situation
(15.5) 3.!';5 Tata: notes effectively

(17) 3.78 Question individuals to clarify information
(18.5) 3.71 Adapt written word ti-;le to tht. job situation
(18.7.) 3.74, l: 'e:- ;s id(-, :, cleaIdy zlnd k. ,tici:,ely

(20) 3.73 Li:-.1011 for Ill a in ideas
(21) 3.71 1. Vt-ite a Li; :-;:Fitts:; lett:-:r

(22.5) 3 . h-,7 th.,:,:t the voice t f:ecft,:elv and pronunciation of words correctly
(22.5) 3.07 Handle receptions and introductions competently

(24) 3.63 Understand occupational terminology
(25) 3.37 GiVe ity4tructic,ns orally
(26) 3.20 1,1,-.w.-iii7t2 f:tct irol, etlinion
(27) 3.11 Sl-i:n for pertinent inforn,:aion
(28) 2. f-cl Read to conerticod jol-,-:cc Hted and technical rviterials
(29) 2. oo Rt,tIond to non.--er:11. conliuunicat ion (lody laivill..;t)
( :30) 2.4;:. 1.7-rrie a ),=:11,._i;i1 re,,,-1.
(31) -)..',9 1,1s,_ i-i,iutevriiiitt-n, Lull nunlOcr:-> in report writing
(32) 2.30 Participate in a problem -solvini; or informational discussion group
(34) 2.19 Interpret and explain graphic illustrations (graphs, charts, tables)
(34) 2.19 Present technical data orally
(34) 2.19 Participate in a conference
(30) 2.03 Wi-ite a fonnal. documented rc port
(37) 1,93 Que;lion individual ; to clarify inforuau ion
,(3 0 1. ;7, I.,..tti a ,,,-ro..(:,u-;:ol-s.'ift!- or itu-orl !:il Huai di;:cusion .,:i-otip
(30) 1. 1?....ti ..1('l!d ,-k_,.i'..(...1.,
(40) 1.61 ',cad ..itlid v:N'icir ,1(.' in ii. HI e,.!::; 1.1ectir:!: (l'arlinnAqitary procedure)



Table 10

RANK ORDER AND WAN RESPONSE FOR EACH OF THE FORTY COMPr,:TENCIES
AS DETERMINED BY SUPERVISORS OF MECHANICAL DRAFTJNC (31 -421)

GRADIIATI'S

(1) 4.51 Work cooperatiAely wit!i other employees
(2) 4 .36 Give attention to details
(3) 4.21 Understand oral instructions
(4) 4.18 Remember essential information
(5) 4.00 Adjust to a varial)le work load
(6) 3.97 Express ideas clearly and concisely.
(7) 3.87 Recognize fact from opinion
(8) 3. Ta?;(.3

(9) 3.82 Adapt spoken word usage to the job situation
(10) 3.79 Understand occupational terminology

(11 .5) 3.77 Maintain confidentiality concerning job-related information
(11 . 5) 3.77 Question individuals to clarify information
(13 .5) .3 .72 Read to comprehend job-related and. technical materials
(13.5) 3 .79 Listen for main ideas

(15) -.69 Listen tactfully
(16) 3 .67 Adapt written word usage to the lob situation
(17) Interpret and explain graphic illustrations (graphs, charts, tables)
(18) 3.51 Give instructions orally
(19) 3.41 Spell correctly
(20) 3,36 prep:ri.-e v,-ritten work neatly
(21)- 3,31 Use the telephone crfeclivt_ly
(22) 3.28 Complete jo:)-rclaied forn!s (ApoliC,11;1011S, purchase reouiitions. invoices.

sales receitb. orders)
(23) 2.97 Skim for pertinent information
(24) 2.95 Use Grammar correctly
(25) 2. 92 Present technical data orally
(26) 2.35 Use the voIce an-1 pro:,:7!%.:iat y corret7i
(27) 2. Proofread )11d cW!
(28) 2. l'aricipate in a Ceilft-i'Ci;Y:
(29) 2.72 Tire ailrpri!vtatic_0!--; nunTh2 ,-S in r' :p')rt
(31) 2.69 Iallici-oe in a ,

(31)
(32) 2.62 Write a general report
(33) 2.56 Punctuate
(34) 2.54 Handle receptions and introductions competently
(35) 2.44 Write a formal. documented report-
(36) 9.28 Lead a problem -:,olving or inf0rll'ia7:1011 diSells:A011 group
(37) 2.96 Orf.:;:anize and lead a conference
(3 ..97 Pse:Toa;1

(39.3) 1 .L!! 7,ro_

(39, civ



Table

RANK ORDER ANDMEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF MACHINE TOOL OPERATION (31- 420%32 -420).

GRADUATES

(1) 4.41 WOrk cooperatively with other employees
. (2) 4.27 Remember essential information ,

(3) 4,19 Understand oral instructions.
(4) 4.18 dive attention to details
(5) 4.13 Listen tactfully .

'(6) 4,08 Adjust to a variable work load ,
(7) 4.05 Understand occupational terminology
.(8) 3:95 Express ideas' clearly and concisely
(9) 3.87 Adapt spoken word usage to the job situation

(10.5) 3.79 Listen for main ideas
(10.5) 3.79 Recognize fact from opinion

(12) 3.62 Give instructions orally
13.5) 3.42 Adapt written word usage to the job situation

3 . 5) 3.42 Read to comprehend job-related and technical materials
5) 3.41 ,, Question individuals to clarify information

(1. 3..22 Pi-esent technical data orally
(18) 3.19. Complete job-related forms (ApplicationS, purchase requisitions, invoices,

sales receipts, orders)
(18) 319 Take notes effectively
(18) 3.1\9 Interpret and explain graphic illustrations (graphs, charts, tables)
(20) 3.05,, Maintain confidentiality concerning job-related information
(21) 2.89 \ Skim for pertinent information
(22) 2. 81 Spell correctly
(23) 2 . 73 epare written work neatly
(24) 2.70 U e Grammar correctly
(25) 2.68 Use the voice effectively and, pronunciation of words correctly.
(26) 2,66 Use the telephone effectively
(27) 2, 64 Handle receptions and introductions competently
(28) 2, 57 Participate in a problem -solving or informational discussion group
(29) 2.36 Participate in a conference
(30) 2,31 Write a general report
(31) 2.28 Use abbreviations and numbers in report writing
(32) 2.25 Lead a problem-solving or information discuSsion group
(33) 2.22 Organize and lead a conference

(34.5) 2.19 Proofread and edit written communications
,(34 .5) 2.19 - Punctuate

(36) 2.11 Write a business letter
37.5) 1.92 Lead and participate in a business meeting (Parliamentary procedure)
37 . 5) 1.99 Write a formal, documented report

(39) 1. S4 Read aloud effectively
(40) 1.68 Respond 10 nori:-verbal communication (Body language)

-34- a'a"



Table 12

RANK ORDER AND MEAN RESPONSE FOR EACH OF TIDE FORTY COMPETENCIES/
,AS DETERMINED BY SUPERVISORS OF PRACTICAL NURSING (31-51 0)

GRADUATES

(1) 4. 84 Maintain confidentiality concerning job=related information
(2) 4.81 Work cooperatively with other- employees
(3) 4.74 Remember essential information

(4.5) 4.68 Understand oral instructions
(4.5) 4.68 LiSten tactfully

16) . 60 Adjust to a variablework load
(7) 4 52' Adapt spoken word tizage to the job situation
(8) 4.47. Oive'attenion to details
(9) 4.45 Adapt written word usage to the job. situation

0),, 4.42 Spell correctly
(11) 4.39 Express ideas clearly and concisely

-(12) 4.35 Understand occupational terminology
:p3) 32. Recognize fact froth opinion

Give instructions orally(i4) 4.19
(15) '4.1'6 Question individuals to clarify information
(16) 4.10' Use Grammar correctly
(1 8) 4.03 Use the voice effectively and pronunciation of words correctly
(18) 4.03 Use the telephone effectively
(1 8) 4.03 Take notes effectively
(20) 3.97 ReApond to non-verbal communication (Body language)
(21) 3.94 Listen for main ideas
(22) 3,90 Read to comprehend job-related and technical materials
(23) 3. 87 Prepare written work neatly
(24) 3 . 77 Participate in a. problem -solving or informational discussion greup
(25) 3.60 Participate in a conference
(26) 3.55 Handle receptions and introductions. competently
(27) 3.45 Present technical data orally
(2 h) 3,43 Punctuate
(29) 3.39 Skim for pertinent information
(30) 3 .19 Use abbreviations and numbers in report writing
(31) 3.10 Ori,7arlize awl lead a :conference
(32) 3.07 Complete job-related-forms (Applications, 'purchase requisitions, invoices,

sales _receipts , orders) ,
(33) 3.06 Interpret and explain graphic illustrations (graphs, 'charts, tables)
(34) 2.97 Nrite a general report .
(35) -2.74 Lead a problem-solving or informational discussion group
(36) 2, F.,3 Proofread and edit written communications
(37) 2.47 Write 'a formal , documented report
(3 ').42 Read aloud effectively
-(39) 2.10 Lead and partiei:latd in a business meeting (Parliamentary proL:dure)
(30) 2.03. Write a business lever

-15- .536



Table 13

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF MEDICAL ASSISTANT (31 ..-509)-

GRADUATES

..(1) 4 .76 Maintain confidentiality concerning job-related information
(2), 4.52 Use the telephone effectively
(3) 4.. 50 Work cooperatively with other employees
(4) 4.46 Understand oral. instructions
(5) 4.42 Remember essential information
(6) 4.40 Understand occupational terminology
(7) .4.38 Give attention to details
(8) 4.36 Listen tactfully
(9) 4 .33 Adjust to a variable .work load

(10) 4.25 Spell correctly
(11) 4.04 Adapt spoken word usage to the job situation
.(12) 3. 88 Question individuals to clarify. information
(13) 3.84 Use the voice effectively and pronunciation of words correctly
(14) 3.83 Give instructions orally
(15) 3.79 Use Grammar correctly
(16) 3.68 Express ideas clearly and concisely
(17) 3.67 Take notes effectively

(18.5) 3.56 Adapt written word usate to the job situation
(1 8. 5) 3.56 Prepaye writteti work neatly

(20) 3.38 Handle receptions and introductions competently
(21) 3.32 LiFt en fyr main ideas

(22-.5) 3.24 Respond to non-verbal communication (Body language)
(22.5) 3.24 Recagnize fact from opinion-

(24) 3.17 Skim for pertinent information
(25) 3.11 Road to comprehend iob-related and technical-materials

(26 . 5) 3 .08 'Confine' e job -related forms (Applications, purcimse requisitions, invoices,
sales receipts, orders)

(26 . 5) 3.08 Punctuate
(28) 2.96 Use abbreviations andnumbers in report writinc;
(29) 2.46 Partiehote in a pro:it:in -solvia:, or informational discussion group
(30) 2.40 Present technical data ora ily
(31) 2.38. Proofread and edit written communications
(32) 2.33 Write a business letter
(33) 2.29 Participate in a conference
(34) 2.04 Interpiet and explain graphic illustrations (graphs, charts, tables)
(35) 1.96_ Write a formal , documented report
(36) .1.91 Write a general report
(37) I .80 Lead a proilem or informational discussion group
(38) 1.75 Or:71nize a coni;:rt.nce
(39) I .72 Lead and 1,irtieleate in a bu.sines nieuting (Parliamentary procedure)
(40) I .0

-36-



Table 14

RANK ORDER AND MEAN RESP9NSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF OPERATING ROOM ASSISTANT (31 -512)

GRADUATES

(1<5) 4.87. Maintain confidentiality concerning job-related information
(1. 4 ..87 Work cooperatively with other employees

(3) 4.78 Adjust to a variable_werk load
(4) 4..61 Understand oral instructions
(5) 4.52 Remember essential information

(6 . 5) 4.35 Understand occupatiortaLterminology
(6.5) 4.35 Give attention to details.. .--...

(8. 5) 4.2:1 Adapt spun ..,,orti 1.1:41g,,.: to The job situation
(8.5) : 4.26 Listen tactfully .

(10) 4- . 09 Respond to non-verbal communication (Body language)
(11.5) 4.. 04 USe the telephone effectively
.(11 .5) 4;'04 Give instructions orally

.(13) 3.96 Use the voice effectively and pronunciation of words correctly
(14) 3.91 Express ideas clearly and concisely
(15) 3.74 Read to comprehend job-related and technical materials
(16) 3.70 Spell correctly
(17) 3:65 Question individuals to clarify information
(18) 3, 61 Adapt written word usage to the job situation-
(19) 3.57 Listen for main ideas
(20)_ 3.52 Use Gran,ir.ir, correctly
(2I) 3.43 Recognize fact from opinion
(22) 3.35 Complete :Oh-related foriris (Applications, purchase requisitions, invoices,

.
. sales receipts. orders)

(23) 3.17 Take notes effectively
(24) 3-.09 Present technical data orally
(25) 3.04 Prepare \vritten work neatly
(26) 3.00 Participate in a conierence
(27) 9. 0 Skim for pr:rtinent iniorolition
(28) 2.87 handle receptions and introWictions competently .

(29) 2.. S3
.

Particinate in a proi+lt-rn .-.olYin!;- or informational discussion group
(30) 2.50- Use aN)reviations arl mnpl,.rs in report.writing

(31.5) 2.30 Urganize and lead a conference
(31.5) 2 30 Punctuate

. (33) 2.17 Lead a problem -solving or informational discussion group
-(34) 1.96 Read aloud effectively
(35) 1.87- Interpret and explain graphic illustrations Xgraphs, charts, tables).
(36) F. i. 8 Lead-and participate in a business meeting (Parliamentary procedure)

(37.5) 1.74 Write a general ri.-:po'rt
(37.5) .1 .74 write a forntli, o;)ciinsented report

(39) 1 .57 Write a ft-;iill'S,; 1,...M21'
(40) 1.. 4 6 Proof read iokl :.;it wrilti.n communications

r:s
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Table 15

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY .SUPERVISORS OF ELECTRONICS (10 -603)

GRADUATES

(1) 4,64 Work cooperatively with other employees
(2) 4.39 Understand oral instructions
(3) 4.29 Remember essential.information

(4.5) 4.18 Give. attention to details =-

(4.5) 4 .1 8 Adjust toa variable work load
(6) 4.07- Read to comprehend job-related aril technical materials

(7.5) 4.00 Express ideas cle:!rh, and conc.-..i!-iebi
.1 (;:) Under:-.'t:: nd tt!,1: 11

(9) 3.89 Adapt spoken word usage to the job situation
(10- 3.85 Listen tactfully

.(11) 3.-82 Question individuals to Clarify information
(12) .3.79 Maintain confidentiality concerning job-related information
(13) 3.78 Adapt written word usage to the job situation
(14) 3.75 Give instructions orally .

(15) 3.67 Recognize fact from opinion
(16) 3.59 Listen.for main ideas
(17) 3.57 -Interpret and explain graphic illustrations (graphs, charts, tables)
(1 3;46 Complete job -related forms (Applications, purchase requisitions, inyoices,

sales receipts, orders)
(19) 3.43 Use the teL.phone effectiyelv
(20) 3 .32 Take notes .effectively
(21) 3 .30 Present technical data t)rally
(22) 3.21 Use Grammar correctly
(23) 3.15 Prepare written work neatly
(24) 3 .1.1 Skim for pertinent information
(25) 3.04 Use the voice effecti vely and pronunciation of words correctly
(26) 2.93 Spell correctly
(27) 2. 86 -Write a general report

(28.5) 2.82 Write a business letter
(28. 5) 2. 82 Proofread and edit ,,ritten conmainiations

(30) 2,75 Write a , Of;::.1.1M LTzLi.A 1.%'!!')(

(31) 2.08 handle receptions i:Ind inLreductions competently
(32) _2.63 Participate in a problem - solving or informational discussion

(33.5) 2.61 Organize and lead a conference
(33 . 5) 2.61 Participate in a conference

(35) 2.56 Punctuate
(36) 2.41 Lead a problem-solving or informational discuSsion group
(3'/) 2.36 Use abbreviations and numbers. in report writing
(38) 2.29 Re:Tond to noti-vefl-.:11 ef)rmi:iitiic.it ion (nod,:
(39) 2.07 1.e:'(1 :ind part e in n;ccting rl proc«iuro)
(40) 1.96 RcJd aloud effeci iv lv

-38- rrAri,



Table 16

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED hY SUPERVISORS OF MECIIANICAL DESIGN,,(10-606)

GRADtTATES

(1)
(2)

(3.5)
(3.5)

(5)
(6.5)
(6.5)
(8..5)

4 .32
4.18
4.11
4.11
4.07
3.96.
3 .c)()
.3. S t

Work cooperatively with other employees
Remember essential information
Understand oral instructions
Understand occupational terminology
Give attention to details
Express ideas clearly and concisely
Read to con:prehert iol-relate .lapd technical materials
14_;.pt written word ;o1 :7.ituation

(8.5) 3.89' Adapt spoken word usage to the job situation
(10.5) 3. 86 Maintain confidentiality concerning job-related information

-(10.5) 3.86 Recognize fact from opinion
(12) 3.82 Give instructions orally
(14) 3.79 Interpret and explain graphic illustrations (graphs, charts, tableS)
(14) 3.79 Question individuals to clarify information
(IA) 3.79 Listen for main ideas
(16), 3.75 Adjust tp a variable work load
(17) 3.6S Listen tactfully
(1 8) 3.67 Take notes effectively
(19) 3.61- Present technical data orally

(20. 5) 3..51 Participate in a problem -Aolying or informational discussion group
(20.5) 3.51 Prepare written work atly

(22) 3.2i) _Si;.-.1 for r2nin:_'Tit
(23) 3.2S Use the telephone eifectively
(24) 3.25 Spell correctly
(25) 3.22 Write a busin:::-.3s letter
(26) 3.21 Write a general 1,1-port
(27) 3.13 Part icipat e in a ;:anf;:rence
(29) 3.14 Organize on' lead a conference
(29) 3.14 Use Grammar correctly
(29) 3 .14 Lead a prohlem or infornsltioirll discussion group
(31) 3.07 VL-te avfortol. d -

(32) 3.0-1 Consplete oh-D,:latud (Appiicatious, purchase requisitions, invoices,
sales teceipts, orders)

-(33) 3.0:) Use the voice effectively and pronunciation of words correctly
(34) 2.93 Proofread and edit written communications
(35) 2.70 Punctuate
(36) 2.67 Handle receptions and introductions competently
(37) 2.57 Lead and part icivite in a businers ineetin (Paidiamentary procedure)
(3S) 2. ,3 17:;(3d1!)r.:vioion,; in tenon \yril
(3t) ,Irtai'at iou d;tiv
(40) 9.11 Read aloud efleetively

.-39- CD



TABLES 17 THROUGH '30 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY GRADUATES OF THE FOLLOWING FOURTEEN AREAS:

Table 17
Table 18
Table 19
Table 20
Table 21
Table 22
Tab/e 23
Table 24
Table 25
Table 26
Table
'Fable 28
Table 29
Table 30

- Accounting (10-101)
Data Processing (10-107)
Market ing (10.1(1 -1)
Cleriz Typist (31 -1 0(-)
Stt.:nogr: ther (31 -106)
Secretrial (1.0-1 06)
Mechanical Dr:Ating (31 -$21)
Machine Tool Operation (31-420)
Machine Tool Operation (32 -420)
Practicill Nursing (31 -510)
:\it:Llic:.41 Assi:-tant GI -5w))

. 01);.ratin14 liSsistont (31 -51
Electronics (10-4105)
:\T(2chanial Deli :ii (10-606)

2)

P
P
P

P
P
P

P
P
P.
1)

P

P

41
42
43.
44
45
46
47
48
49
50
51

52
53
54
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Table 17

RANK ORDER A10 mLAN REsroNsE,FoR EACH 01.--FIIE FORTY COMPETENCIES
AS DP:IT:TURNED 11Y GRADUATES OF TI-IF ACc0I7NT1N(.1 (10-1(1) fiROGRAN1-

(I)*
. (2)

4.66''`
4 .49

(3.5) 4.37.
(3.5) 4.37-

(5) .4.26
(6) 4.23
(7) 4 .21

(8) 1.17
'(9) 4.11
(10) 4.09
(1'1) 4.00

.(12.5) 3-M
(12.5) .3.94

(14) 3.80
(15) 3.71
(16) 3.66
(17) 3.59
(18) 3.57_

(19..5) 3.53
(19.5) 3.53

(21) 3 .44
(22) 3..13

(23.5) 3 .37
(23.5) 3 .37
(25.5) 3 .31
(25.5). 3.31

(27) 3.1.1

(2) 3.0:1

(29) ,).97
(30) 2 . ::n

(31 .5)
(31 .5) 2. 33

(33) 9 .76
(34) 2.74
(35) 2..54
(36) 2-..46
.(37) 2.34
(3;') 2..32

Rejnein14..Ar c.-;.nti..11 inlottiation
Maintain confiaentiality,concerning job related information
Work. cooperatively with olher employees
Understand occupational terminology -,
Adjust to a variable work-load
Understand oral instructions.
Give attention to details
Admt :rv,i.,_,, ..,.01-(: L,-,.!.::. to i!. 1) :-.ii tiwi
Prepare v,rit.:.en work neatly
Listen tactfully
Express ideas clearly. and concisely
Use the telephone effectively
Complete Job-related forms (Applications, purchase requisitions, invoices,
sales receipts , orders)
Question individuals to clarify information
Read to comprehend job-related and technical materials
Adapt written word usa.-q_ to the job situation
Use the voice effectively and pronunciation of words correctly
Spell correctl:,,
U:-.e al-hrcviiiticli.-; :. it minIbLArs in r Tort writing
Present- t,__A,*,-,ical d:)':. (wady
Listen for main idea,. .

111.,e i:1^1. ri.1CLit+:1:.1 01.: h.,

Take notes ei.feetively
Recognize fact from opinion
Use 1raminar correctly
Skim for pe:tir,..:..rt iiii":.;-i-;-iy.ion
I f.i tid!:! r(ct:D.,.'w%H ;I p, i ir.:1 ii;lt.: i.i tJTIS i'o;;I'CLept i\'

Inierpret :.1-,,.! 0,-111.. in. H7:1 p!iit: iii it-,trnI:i:i11:, (-1-..apl-is, ca.rts, tables)
Write :.,. hh,-,in e.,:- letter
Plinct it:: ; e
P:,.,!..:::,..1 ;1.n; ...i. ,. , . cr.1.r,7.,rtic7.t;o7 i
Write a p.:f1,..n;.lt r(.1)00.
Participate in a conference
Participate in a problem-solving or information discussion group
Write a formal, documented report
Respond to non-verbal communication (PAxiy lan,,,,uage)
Organize and lead a conference
1,e:41, ',,roblem --.;olvinr. or irnormational discussion group

CO) (Y1 '.Jr:(i C.

(4(I) .till

-o L T1 I, 1

\;odetately hrp,.,1-1;m1at,(.1 I point ter

t.

11.-H v:cre
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Table 18

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE DATA PROCESSING (1 0-1 07) PROGRAM

(1) 4.56 Work cooperatively with other employees
(2) 4.50 Remember essential information
(3) 4.44 Understand oral instructions
(4) 4.31 Understand occupational terminology

(5.5) 4.25 Give attention to details
(5.5) 4.25 Adjust to a variable work load

(7) 4.19 'Express ideas clearly and concisely
(8) 4 .06 Question individuals to clarify information

(9.5) 3.94 Maintain confidentiality concerning job-related information
(9.5) 3.94 Read to comprehend job-related and technical materials

(11) 3.84 Adapt spoken word usage to the job situation
(12) 3 .75 Listen tactfully
(13) 3.69 Give instructions orally
(14) 3.48 Present technical data orally

(15.5) 3.44 Use Grammar correctly
(15.5) 3.44 Listen for main ideas

(17) 3.31 Spell correctly
(1 8) 3.28 Adapt written word usage to the job situation
(19) 3.25 Use the voice effectively and pronunciation of words correctly
(20) 3.22 Take notes effectively

(21.5) 3.19 Use the telephone effectively
(21 . 5) 3.19 Recognize fact from opinion

(23) 3.13 Skim for pertinent information
(24.5) 3.03 Interpret and explain graphic illustrations (graphs, charts, tables)
(24.5) 3 .03 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(26) 3.00 Participate in a problem - solving or informational discussion group
(27) 2.94 Prepare written work neatly
(28) 2.88 Use abbreviations and numbers in report writing
(29) 2.78 Handle receptions and introductions competently
(30) 2.66 Participate in a conference
(31) 2.63 Lead a problem-solving or informational discussion group
(32) 2.59 Write a general report
(33) 2.56 Proofread and edit'written communications

(34.5) 2.50 Write a formal, documented report
(34.5) 2.50 Organize and lead a conference

(36) 2.44 Punctuate
(37) 2.25 Respond to non-verbal communication (Body language)
(38) 2.22 Write a business letter
(39) 2.03 Read aloud effectively
(40) 2.00 Lead and participate in a business meeting (Parliamentary procedure)

C3
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Table 19

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS. DETERMINED BY GRADUATES OF THE MARKETING (10-104) PROGRAM

(1) 4.49 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(2) 4.47 Work cooperatively with other employees
(3) 4 .42 Express ideas clearly and concisely
(4) 4 .39 Understand oral instructions

(5.5) 4.38 Remember essential information
(5.5) 4.38 Adapt spoken word usage to the job situation

(7) 4.33 Adjust to a variable work load
(8) 4.31 Give attention to details

(9.5) 4.29 Listen tactfully
(9.5) 4.29 Uriderstand occupational terminology

(11) 4.23 Use the voice effectively and pronunciation of words correctly
(12) 4.15 Maintain confidentiality concerning job-related information
(13) 4.11 Give instructions orally
(14) 4.10 Use the telephone effectively
(15) 4.00 Question indiViduals to clarify information
(16) 3.97 Use Grammar correctly
(17) 3.95 Listen for main ideas
(18) 3.79 Spell correctly
(19) 3 .53 Recognize fact from opinion

(20.5) 3.50 Take notes effectively
(20.5) 3,50 Handle receptions and introductions competently

(22) 3 .43 Read to comprehend job-related and technical materials
(23) 3 .41 Adapt written word usage to the job situation
(24) 3.22 Present technical data orally
(25) 3.21 Skim for pertinent information
(26) 3.18 Prepare written work neatly

(27.5) 3.00 Organize and lead a conference
(27.5) 3.00 Participate in a conference

(29) 2.97 Punctuate
(30.5) 2.92 Participate in a problem-solving or informational discussion
(30.5) 2.92 Use abbreviations and numb:;.rs in report writing

(32) 2.84 Write a business letter
(33.5) 2.79 Lead a problem-solving or informational discussion group
(33.5) 2.79 Respond to non-verbal communication (Body language)
(35.5) 2.74 Interpret and explain graphic illustrations (graphs, charts, tables)
(35.5) 2.74 Read aloud effectively.

(37) 2.61 Proofread and edit written communications
(38) 2.45 Write a general report
(39) 2.37 Lead aid participate in a business meeting- (Parliamentary procedure)
(40) 2.05 Write a formal, documented report
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Table 20

RANK ORDER AND MEAN RESPONSE FOR.EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE CLERK TYPIST (31 -106) PROGRAM

(1) 4.50 Remember essential information
(2) 4 .42 Use the telephone effectively
(3) 4.39 Adjust to a variable work load
(4) 4 .37 Work cooperatively with other employees

(5.5) 4.32 Understand oral instructions
(5.5) 4.32 Spell correctly

(7) 4.16 Use Grammar correctly
(8) 4.14 Give attention to details
(9) 4.11 Listen tactfully

(10) 4.00 Use the voice effectively and pronunciation of words correctly
(1 1 ) 3.97 Prepare written work neatly
(12) 3 84 Question individuals to clarify information
(13) 3.79 Adapt spoken word usage to the job situation
(14) 3.71 Maintain confidentiality concerning job-related information.

(15.5) 3%68 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(15.5) 3.68 Take notes effectively
(17.5) 3.58 Express ideas clearly and concisely
(17.5) 3.58 Punctuate

(19) 3.63 Proofread and edit written. communications
(20) 3 .42 Understand occupational terminology
(21) 3.37 Adapt written word usage to the job situation
(22) 3..24 Write a business letter
(23) 3.16 Handle receptions and introductions competently
(24) 3.13 Give instructions orally
(25) 3 .03 Use abbreviations and numbers in report writing

(26 . 5) 2.82 Read to comprehend job-related and technical materials
(26 . 5) 2.82 Skim for pertinent information

(28) 2.79 Listen for main ideas
(29) 2.74 Recognize fact from opinion
(30) 2.50 Respond to non-verbal communication (Body language)
(31) 2.29 Present technical data orally

(32 . 5) 2.11 Read aloud effectively
(32.5) 2.11 Interpret and explain graphic illustrations (graphs, charts, tables)

(34) 2.05 Write a general report
(35) 1 .92 Write a formal, documented report
(36) 1 . 87 Participate in a problem -solving or information discussion group

(37 . 5) 1 .76 Participate in a conference
(37.5) 1.76 Organize and Lead a conference

(39) 1 .74 Lead a problem - solving or informational discussion group
(40) 1 .66 Lead and participate in a blISilleSS meeting (Parliamentary procedure)



Table 21

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
ASDETERMINED BY GRADUATES OF THE STENOGRAPHY (31 -106) PROGRAM

(1) 4.74 Work cooperatively with other employees

(2) 4.59 Spell correctly
(3) 4.56 Understand oral instructions

(4.5) 4.44 Adjust to a variable work load
(4.5) 4.44 Remember essential information

(6) 4.38 Listen tactfully
(7.5) 4.37 Maintain confidentiality concerning job-related information

(7.5) 4.37 Use the telephone effectively
(9) 4.22 Give attention to details

(10) 4.12 Prepare written work neatly
(11.5) 4.07 Use Grammar correctly
(11 .5) 4 .07 Adapt spoken word usage to the job situation

(13) 4.'04 Question individuals to clarify information

(14) 4.00 Understand occupational terminology

(1 5 .5) 3 .96 Punctuate
(15.5) 3.96 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(17) 3.93 Take notes effectively
(18) 3.85 Use the voice effectively and pronunciation of words correctly

(19) 3.74 Adapt written word usage to the job situation

(20) 3.70 Handle receptions and introductions competently

(21) 3.54 Express ideas clearly and concisely
(22.5) 3.48 Proofread and edit written communications

(22.5) 3.48 Write a business letter
(24) 3.04. Skim for pertinent information
(25). 3.00 Give instructions orally
(26) 2.92 Listen for main ideas
(27) 2. 85 Use abbreviations and numbers in report writing
(28) 2. 81 Read to comprehend job-related and technical materials

(29) 2.73 Recognize fact from opinion
(30) 2.59 Respond to non-verbal communication (Body language)

(31) 2.15 Present technical data orally
(32) 2.12 Read aloud effectively
(33) 2.07 Write a general report
(34) 1.93 Interpret and explain graphic illustrations (graphs, charts, tables)

(35) 1 . 88 Participate in a problem - solving or informational discussion group

(36) 1 .85 Participate in a conference
(37) 1.74 Write a formal, documented report
(38) 1.58 Lead and participate in a business meeting (Parliamentary procedure)

(39) 1.31 Organize and lead a conference
(40) 1 . 27 Lead a problem - solving or informational discussion group



Table 22

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE SECRETARIAL SCIENCE (10-106) PROGRAM

(1) 4.67 Spell correctly
(2) 4.55 Adjust to a variable work load
(3) 4.36 Understand oral instructions
(5) 4.33 Give attention to details
(5) 4.33 Remember essential information
(5) 4.33 Use Grammar correctly
(7) 4.30 Work cooperatively with other employees
(8) 4.27 Maintain confidentiality concerning job-related information
(9) 4.18 Prepare written work neatly

(10) 4.16 Listen tactfully
(11.5) 4.15 Express ideas clearly and concisely
(11 .5) .4 .15 Punctuate

(13) 4.12 Use the telephone effectively
(14.5) 4.00 Adapt written word usage to the job situation
(14.5) 4.00 Proofread and edit written communications
(16.5) 3.88 Use the voice effectively and pronunciation of words correctly
(16.5) 3.88 Understand occupational terminology

(1,8) 3.79 Take notes-effectively
(19 . 5) 3.73 Adapt spoken word usage to the job situation
(19.5) 3.73 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(21) 3.55 Question individuals to clarify information
(22) 3.42 Write a business letter
(23) 3.33 Handle receptions and introductions competently
(24) 3 .30 Skim for pertinent information
(25) 3.15 Read to comprehend job-related and technical materials

(26 .5) 3.12 Use abbreviations and numbers in report writing
(26.5) 3.12 Listen for main ideas

(28) 2.97 Give instructions orally
-(29) 2.85 Recognize fact from opinion
(30) 2.61 Present technical data orally
(31) 2.36 Interpret and explain graphic illustrations (graphs, charts, tables)
(32) 2.30 Write a general report
(33) 2.24 Respond to non-verbal communication (Body language)

(34) 2.09 Read aloud effectively
(35) 2.05 -Participate in a problem-solving or informational discussion group

(36) 1 .97 Participate in a conference
(37) .1 . 76 Write a formal, documented report
(38) 1.67 Organize and lead a conference

(39.5) 1 .58 Lead a problem-solvin g. or il:formational discussion group

(39.5) 1.58 Lead and Firticipate in a business meeting (Parliamentary procedure)

-46-
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Table 23

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY GRADUATES OF THE MECHANICAL DRAFTING (31 -421) PROGRAM

(1) 4.50 Understand oral instructions
(2) 4.39 Give attention to details.
(3) 4 .33 Work cooperatively with other employees
(4) 4.29 ExpreSs ideas clearly and concisely
(5) 4.28 Remember essential information
(6) 4.22 Understand occupational terminology
(7) 4.00 Adjust ro a variable work load

(8.5) 3.94 Prepare written work neatly
(8.5) 3.94 Question:individuals to clarify information
(10) 3.78 Read to comprehend job-related and technical materials

(11.5) 3.67 Give instructions orally
(11.5) 3.67 Listen tactfully

(13) 3.64 Participate in a conference /
(14.5) 3.61 Present technical data orally /

(14.5) 3.61 Spell correctly /
(16) 3 .44 Adapt spoken word usage to/the job situation

(17.5) 3.33 Complete job-related forpcs (Applications, purchase requisitions, invoices,

sales receipts, orders)/
(17.5) 3.33 Interpret and explain aphic illustrations (graphs, charts, tables)

(19) 3.28 Listen for main ideas
(20) 3.22 Use Grammar correctly

(21 .5) 3.17 Use the voice effectively and pronunciation of words correctly

(21.5) 3.17 Take notes effectively
(23) 3.12 Maintain confidentiality concerning job-related information

(24) 3.00 Write a formal, documented report
(26) 2.94 Recognize fact from opinion
(26) 2.94 Use the telephone effectively
(26) 2.94 Adapt written word usage to the job situation

(28) 2.89 Use abbreviations arid numbers in report writing

(29) 2.78 Proofread and edit written communications

(31) 2.61 Skim for pertinent information
(31) 2.61 Punctuate
(31) 2.61 Handle receptions and introductions competently

(33) 2 .50 Participate in a problem-solving or informational discussion group

(34) 2.11 Respond to non-verbal communication (Body language)

(35) 2.00 Lead a problem - solving or informational discussion group

(36.5) 1 . 89 Write a general report
(36 . 5) 1 . 89 Write a business letter

(38) 1 .83 Organize and lead a confercnce
(39) 1.56 Lead and participate in a but-;iness meeting (Parlianlentary procedure)

(40) 1.50 Read aloud effectively

-47- cs



Table 24

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE MACHINE TOOL OPERATION 32-420) PROGRAM

(1) 4.42 Remember essential information
(2.5) 4.26 Understand oral instructions
(2.5) 4.26 Work cooperatively with other employees

(4) 4.16 Understand occupational terminology
(5) 4.05 Listen tactfully
(6) 3.94 Give attention to details
(7) 3.67 Adjust to a variable work load
(8) 3.17 Adapt spo!:en word to the job situation
(9) 3 .42 Express ideas clearly and concisely

(10.5) 3.37.- Read to comprehend job-related and technical materials
(10.5) 3.37 Give instructions orally

(12) .3.26 Listen for main ideas
(13.5) 3.00 Recognize fact from opinion
(13.5) 3.00 Interpret and explain graphic illustrations (graphs, charts, tables)

(15) 2. 89 Present technical data orally
(16.5) 2.84 Question individuals to clarify information
(16.5) 2.84 Use the voice effectively and pronunciation of words correctly
(18.5) 2.74 Adapt written word usage, to the job situation
(18.5) 2.74 Use .Grammar correctly
(20.5) 2. 53 TaLe notes effectively
(20 . 5) 2.53 Spell correc'tly

(22) 2.47 Complete lob - related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(23) 2.4.1 Maintain confidentiality concerning job-related information
(24) 2.16 Use abbreviations and numbers in report writing
(25) 2.05 Use the telephone effectively
(26) 1. f,1 Participate in a problcm -solving or informational discussion group

(27.5) 1 . 9 Lead a prollem -solving or informational discussion group
(27.5) 1.79 Resp!Aid to non-lierbal communication (Body language)

(29) 1.78 Participate in a conference
(31) 1.71 Skim for pertint.,,iit information
(31) I .74 Prepare written work neatl.),
(31) 1.74 Handle receptions and introductions competently
(33) 1 .63 Punctuate
(34) 1.58 Organize and lead a conference

(35,5) 1.42 Write a general rew)rt
(35.5) 1.42 Read aloud effectively
(37 . 5) 1 .37 Lead and particip:zic in a business meeting (Parliamentary procedure)
(37.5) 1.37 V,Trite a bline:s letter

(39) 1.33 Write zt dr.:lintel:led report:
(40) 1 .32 Proofread ant 'edit written communications
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Table 25

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE MACHINE TOOL OPERATION (31-420) PROGRAM

(1) 4.31 Work cooperatively with other employees
(2) 4.23 Interpret and explain graphic illustrations (graphs, charts, tables

(3.5) 4.15 Remember essential information
(3.5) 4.15 Understand oral instructions

(5) 3.92 Understand occupational terminology -
(6) 3.85 Give attention to details

(7.5) 3.62 Express ideaS clearly and concisely
(7.5) 3.62 Listen tactfully

(9) 3.54 Read to comprehend job-related and technical materials
(14) 3.46 , Adapt spoken word usage to the job situation
(11) 3.31 Give instructions orally

(12 . 5) .3.23 Question individuals to clarify information
(12.5) 3.23 Adjust to a variable work load
(14.5) 2.92 Adapt written word usage to the job situation
(14.5) 2.92 Present technical data orally

(16) 2.77 Listen for main ideas
(17.5) 2.62 Use the voice effectively and pronunciation of words correctly
(17.5) 2.62 Recognize fact from opinion
. (19) 2.54 Spell correctly.
(20.5) 2.46 Complete job-related forms (Applications, purchase requisitions, invoices

sales receipts, orders)
(20.5) 2.46 Participate in a problem - solving or informational discussion group

(22) 2.38 Maintain confidentiality concerning job-related information
(23) 2.23 Take notes effectively
(24) 2.08 Use Grammar correctly

(25.5) 2.00 Handle receptions and introductions competently

(25.5) 2.00 Punctuate
(27 . 5) 1 .92 proofread and edit written communications
(27 . 5) 1 .92 Skim for pertinent information

(30) 1.77 Use the telephone effectively
(30) 1.77 Respond to non-verbal communication (Body language)

(30) 1.77 Prepare written work neatly
(32) 1.69 Lead a_prciblem -solving or informational discussion group

(33 . 5) 1 .62 Use abbreviations and numbers in report writing
(33 . 5) 1 .62 Write a general report

(35) 1.46 Organize and lead a conference
(36.5) 1 .31 Write a business letter
(36.5) 1.31 Participate in a conference

(38) 1 .23 Read aloud effectively
(39) 1.15 Lead and participate in a business meeting (Parliamentary procedure)

(40) 1 00 Write a formal, documented report
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Table 26

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE PRACTICAL NURSING (31-510) PROGRAM

(1) 4.86 Maintain confidentiality concerning job-related information
(2) 4.81 Understand occupational terminology
(3) 4.71 Adapt spoken word usage to the job situation
(4) 4.67 Understand oral instructions

(5.5) 4.62 Remember essential information
(5.5) 4.62 Work cooperatively with other employees
(7.5) 4.52 Adapt written word usage to the job situation
(7.'.5) 4.52. Listen tactfully
(10) 4,38 Respond to non-verbal communication (Body language)
(10) 4.38 Spell correctly

--- (10) 4.38 Give attention to details
(12) 4.33 Use the voice effectively and pronunciation of words. correctly
(13) 4.29 Adjust to a variable work load
(14) 4.24 Give instructions orally

(15.5) 4.19 Express ideas clearly and concisely
(15.5) 4.19 Read to comprehend job-related and technical materials

(17) 4.14 Question individuals to clarify information
(18) 4.10 Recognize fact from opinion
(19) 4.00 Listen for main ideas

(20.5) 3.90 Use the telephone,.
(20.5) 3.90 Use Grammar correctly

(22) 3.86 Take notes effectively
(23) 3.81 Intdrpret and explain graphic illustrations (graphs, chart O, tables)

(24) 3.79 Participate in a conference
(25) 3.71 Use abbreviations and numbers in report writing
(26) 3.52 Participate in a problem - solving or informational discu sion group
(27) 3.48 CoMplete job-related forms (Applications, purchase r quisitions , invoices,

sales receipts, orders)
(28) 3.43 Prepare written work neatly
(29) 3.38 Skint for pertinent information
(30) 3.24 Present technical data orally

(31.5) 3.14 Handle receptions and introductions competently
(31.5) 3.14 Punctuate

(33) 2.95 Write a general report
(34) 2.76 Proofread and edit written communications
(35) 2.71 Lead a problem - solving or informational discussion group

(36) 2.70 Write a fiormal, documented report
(37) 2.48 Organize and lead a conference
(38) 2.24 Read aloud effectively
(39) 2.05 Write a business letter
(40) 2.00 Lead and participate in a business meeting (Parliamentary procedure)



Table 27

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF TIIE MEDICAL ASSISTANT (31-509) PROGRAM

(1)
(2)

(3 . 5)
(3.5)

(5)
(6 . 5)
(6.5)

4 . 75
4.67.
4.58
4.58
4.54
4.50
4.50

Remember essential information
Maintain confidentiality concerning job-related information
Understand oral instructions
Work cooperatively with other employees
Understand occupational terminology
Use the voice effectively and pronunciation of words correctly
Spell correctly

(8) 4.46 Adjust to a variable work load
(9) 4.38 Use the telephone effectively

(10) 4.33, Use Grammar correctly
(11) 4.29 Listen tactfully
(12) 4.25 Give instructions orally
(13) 4.04 Give attention to details
(14) 4.00. Express ideas clearly and concisely

(15.5) 3,92 Adapt spoken word usage to the job situation
(15.5) 3.92 Question individuals to clarify information

(17) 3.88 Handle receptions and introductions competently
(18) 3.79 Prepare written work neatly
(19) 3.54 Take notes effectively
(20) 3.52 Complete job-related forms. (Applications, purchase requisitions, invoices,

sales receipts, orders)
(21.5) 3.42 Adapt written word usage to the job situation
(21.5) 3.42 Read to comprehend job-related and technical materials

(23) 3.29 Punctuate
(24) 3.21 Present technical data orally
(25) 3.13 Respond to non-verbal communication (Body language)

(26) 3.08 Use abbreviations and numbers in report writing
(27) 2.96 Listen for main ideas
(28) 2.74 Recognize fact from opinion
(29) 2.58 Skim for pertinent information
(30) 2.50 Proofread and edit written communications
(31) 2.43 Interpret and explain graphic illustrations (graphs, charts, tables)
(32) 2.33 Write a business letter
(33) 2.22 Read aloud effectively
(34) 1 .91 Participate in a conference
(35) 1.83 Participate in a problem - solving or informational discussion group

(36) 1.70 Writea formal, documented report
(37) 1 .65 Lead a problem - solving or informational discussion group

(3 8) 1 .61 Write a general report
(39) 1.52 Organize and lead a conference
(40) 1 .43 Lead and participate in a business meeting (Parliamentary procedure)
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Table 28

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE OPERATING ROOM ASSISTANT (31 -512) PROGRAM/

(1) 4.84
(2) 4.79

(3.5) 4.74
(3.5) 4.74

(5) 4.68
(6) 4.63
(7) 4.58
(8) 4.53
(9) 4.26

(10.5) 4.00
(10.5) 4.00

(12) .3 . 89
(13) 3.79
(14) 3.74
(15) 3.53
(16) 3.28
(1 8) 3.21
(18) 3.21
(18) 3.21
(20) 3.11
(21) 2.95
(22) 2.56

(23.5) 2.47

(23.5) 2.47
(25) 2.32

(26.5) 2.21
(26.5) 2.21

(28) 2.17
(29) 2.11

(30.5) 2.05
(30.5) 2.05
(32.5) 1.84
(32.5) 1 .84

(34) 1.58
(35.5) 1 .53
(35.5) 1.53
(37.5) 1.47
(37.5) 1 .47
(39.5) 1 .37
(39. 5) 1 .37

Maintain confidentiality concerning job-related information
Listen tactfully
Understand oral instructions
Understand occupational terminology
Work cooperatively with other employees
Adjust to a variable work load
Remember essential information
Give attention to details
Respond to non-verbal communication (Body language)
Adapt spoken word usage to the job situation
Give instructions orally
Use the voice effectively and pronunciation of words correctly
Use Grammar correctly
Express ideas clearly and concisely
Spell correctly
Read to comprehend job-related and technical materials
Adapt written word usage' to the job situation
Question individuals to clarify information
Listen for main ideas
Recognize fact from opinion.
Use the telephone effectively
Punctuate
Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)
Present technical data orally
Skim for pertinent information
Handle receptions and introductions competently
Use abbreviations and numbers- in report writing
Take notes effectively
Participate in a problem - solving or informational discussion group
Prepare written work neatly
Participate in a conference
Organize and lead a conference.
Read aloud effectively,
Lead a problem-solving or informational discussion group
Interpret and explain graphic illustrations (graphs, charts, tables)
Write a general report
Proofread and .edit written communications
Write a formal, documented report
Write a business letter,
Lead and participate in a business meeting (Parliamentary procedure)



Table 29

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMENED BY GRADUATES OF THE ELECTRONICS (10-605) PROGRAM,

(1) 4.57 Understand occupational terminology
(2) 4.51 Remember essential information
(3) 4.34 Read- to comprehend job-related and technical materials
(4) 4,1106 Work cooperatively with other employees
(5) 4.20 Under Stand oral instructions
(6) 4.18 Express ideas clearly and concisely
(7) 4.11 Give attention to details
(8) 4.09 Adjust to a variable work load
(9) 3.97 Adapt spoken word usage to the job situation

(10) 3.80 Present technical data-orally
(11) 3.74 Give instructions orally
(13) .3.71 Interpret and explain graphic illustrations (graphs, charts, table's)
(13) 3.71 Question individuals to clarify information
(13) 3.71 Listen tactfully

(15 5) 3 Use the voice effectively and pronunciation of words correctly
(15.5) 3.66 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(17) 3,60 Listen for main ideas
(1 8) 3.49 Adapt written word usage to the job situation
(19) 3.40 Skim for pertinent information
(20) 3.34 Participate in a problem - solving or informational discussion group
(21) 3.32 Spell correctly-
(22) 3.31 Use Grammar correctly
(23) 3.29 Take notes effectively

(24 .5) 3 .20 Maintain confidentiality concerning job-related information
-(24.5) 3.20 Recognize fact from opinion
(26.5) 3.14 Use the telephone effectively
(26.5) 3.14 Prepare written work neatly

(28) 2.91 Handle receptions and introductions competently
(29) 2.82 Lead a problem - solving or informational group
(30) Use abbreviations and numbers in report writing
(31)

.2.74
2.71 Participate in a conference

(32) 2.69. Punctuate
(33) 2.60 Write a general report
(34) 2.35 Write a formal, documented report
(35) 2.29 Write a business letter
(36) 2.21 Proofread and edit written communications
(37) 2.12 Organize and lead a conference
(38) 2 .1 1 Respond to non-verbal communication (Body language)
(39) 9.03 Read aloud effectively
(40) 1 -.82 Lead and participate in a btwines!: meeting (Parliamentary procedure)

-53-
74



Table 30

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES QF THE MECHANICAL DESIGN (10-606) PROGRAM

(1)
(2)

(3 . 5)

4.46
4.43
4.29

Work cooperatively with other employees
Understand oral instructions
Remember essential information

(3.5) 4.29 Understand occupational terminology
(5.5) 4.25 Express ideas clearly and concisely
(5.5) 4.25 Give attention to details
(7 , 5) 4.00 Listen for main ideas
(7.5) 4.00 Adjust to a variable work load

(9) 3.93 Question individuals to clarify information
(10) 3.89 Interpret and explain graphic illustrations (graphs, charts, tables)

(11.5) 3.86 Adapt spoken word usage to the job situation
(11.5) .3:86 Listen tactfully
(13.5) 3.79 Spell correctly
(13.5) 3.79 Read to comprehend job-related and technical materials

(15) 3.64 Present technical data orally
(16.5) 3.57 Give instructions orally
(16.5) 3.57 Recognize fact from opinion

(18) 3.50 Complete job-related forms (Applications, purchase requisitions, invoices,
sales rteCipts, orders)

(19, 5) 3.36 Participate in a problem -solving or informational discussion group
(19.5) 3.36 Prepare written work neatly

(21) 3.32 Use Grammar correctly
(22) 3.26 Maintain confidentiality concerning job-related information
(23) 3.21 Use the voice effectively and pronunciation of words correctly

(24 .5) 3.11 Adapt written word usage to the job situation
(24.5) 3.11 Use the telephone effectively

(26) 3.07 Take notes effectively
(27) 3,00 Skim for pertinent information
(28). 2.96 Participate in a conference
(29) 2.68 Lead a problem-solving or informational discussion group
(30) 2.57 Handle receptions and introductions competently

(31.5) 2.54 Use abbreviations and numbers in report writing
(31.5) 2.54 Write a general report

(33) 2.46 Punctuate
(34) 2.36 Organize and lead a conference
(35) 2, 26 Proofread and edit written communications
(36) 2. 25 write a business letter
(37) 2.21 rite a formal, documented report
(3 8) 2 .07 .espond to non - verbal communication (Body language)
(39) 1.93 Lead and i _trticipate in a business meeting (Parliamentary procedure)
(40) 1 .82 Read aloud effectively
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Tables 31 through 35, pp. 57 to 61, present in rank order the mean response for each

of the five clusters as determined by supervisors (employers).

Tables 36 through 40, pp. 63 to 67, present in rank order the mean response for each

of the five clusters as determined by VTAE graduates.
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TABLES 31 THROUGH 35 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

S DETERMINED BY SUPERVISORS WITHIN EACH OF THE FOLLOWING FIVE CLUSTER AREAS:

Table 31 Office and Distribution Cluster p. 57
Table 32 Secretarial Cluster p. 58
Table 33 Industrial Machine Cluster p. 59
Table 34 Health Cluster p. 60
Table 35 Industrial Technology Cluster P. 61



Table 31

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETF,NCIF.S
AS DETERMINED BY SUPERVISORS WITHIN THE OFFICE AND DISTRIBUTION CLUSTER

(Accounting, Data Processing and Marketing)

(1.5)* 4.41** Remember essential information
(1.5) 4.41 Work cooperatively with other employees

(3) 4 .40 Give attention to details
(4) 4.36 Maintain confidentiality concerning job-related information

(5 . 5) 4.23 Understand oral instructions
(3 . 5) 4.23 Express ideas clearly and concisely

(7) 4.13 Adjust to a variable work load
(8) 4.10 Listen tactfully
(9) 4.00 Adapt spoken word usage to the job situation

(10) 3.96 Question individuals to clarify information
(11) 3.95 Recognize fact from opinion
(12) 3..94 Adapt written word usage to the job situation
(13) 3:91 Listen for main ideas
(14) 3.88 Understand occupational terminology
(15) 3.84 Read to comprehend job - related and technical materials
(16) 3.82 Give instructions orally
(17) 3.80 Use-the telephone effectively
(18) 3.76. Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(19) 3.75 Take notes effectively
(20) 3.66 Prepare written work neatly
(21) 3.57 Use Grammar correctly
(22) 3.56 Spell correctly
(23) 3.52 Use the voice effectively and pronunciation of words correctly
(24) 3.50 Handle recepticns and introductions competently

(25.5) 3.44 Present 'technical data orally
(25.5) 3.44 Skim for pertinent information

(27) 3.43 Write a business letter
(28) 3.42 Participate in a problem-solving or information discussion group

(29) 3.37 Proofread and edit written communications

(30) 3 .29 Write a general report
(31) 3.25 Punctuate
(32) 3.24 Interpret and explain graphic illustrations (graphs, charts, tables)

(33) 3.21 Participate in a conference
(34.5) 3.10 Lead a problem-solving or informational discussion group

(34.5) 3.10 Write a formal, documented report
(36) 3,09 Organize and lead a conference
(37) 2.79 47:-te abbreviations and nutW)ers in report writing

(38) 2.65 Lead and participate in a business niceting (Parliamentary procedure)

(39) 2.54 Respond to non-verbal communication We:1y language)

(40) 2.32 Read aloud effectively

"'Rank Order of Pro:9-ant Cluster Means
* "'"Program Cluster Mean~ are Means of the Program Means
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Table 32

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE SECRETARIAL CLUSTER

(Clerk Typist, Stenographer and Secretarial Science)

(1) 4.66 Maintain confidentiality concerning job-related information
(2) 4.59 Work cooperatively with other employees
(3) 4 .45 Understand oral instructions

(4 . 5) 4.44 Remember essential information
(4.5) 4.44 Spell correctly

(6) 4 .41 .Give attention to details
(7) 4.38 Adjust to a variable work load
(8) 4.27 Use the telephone effectively

(9.5) 4.16 Use Grammar correctly
(9.5) :4.16 Listen tactfully

(11) 4.11 Prepare written work neatly
(12) 4.06 Punctuate
(13) 3.97 Adapt spoken word usage to the job situation
(14) 3.92 Proofread and edit written communications
(15) 3.91 Take notes effectively
(16) 3.87 Adapt written word usage to the job 'situation
(17) 3.83 Express ideas clearly and concisely
(1 8) 3.82 Complete job-related forms. (Applications, purchase requisitions, invoices,

/9) 3.81
sales receipts, orders)
Understand occupational terminology

/(20) 3.79 Use the voice effectively and pronunciation of words correctly
(21) 3.71 Write a business letter
(22) 3.65 Handle receptions and introductions competently
(23) 3.64 Question individuals to clarify information
(24) 3.52 Listen for main ideas
(25) 3 .41 Give instructions orally
(26) 3 .31 Recognize fact from opinion
(27) 3.23 Skim for pertinent information
(28) 3.12 Read tocomprehund job-related and technical materials
(29) 2.66 Use abbreviations and nunlix,:rs in report writing
(30) 2.59 Respond to non-verbal communication (13ocly language)
(31) 2.50 Write a general report

(32.5) 2.33. Present technical data orally
(32.5) 2.33 Participate in a problem-solving or informational discussion group

(34) 2.24 Interpret and explain graphic illustrations (graphs, charts, tables)
(35) 2.23 Participate in a conference
(36) 2.1(1 Write a formal, documented report
(37) 2,09 Ortnize and lead a conference
(38) 1.98 Read aloud effectively
(39) 1,93 I,eaci a 1)101)1e111-)1,Th or infornalion di;cw-,.:1(In ?-r(11111
(40) 1.79 1,('a(1 and partici') tte in a hin-;i10,,:--:: iliectin:; (i'arliair::2ntary [It ocedure)
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Table 33

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY CONIPETENCIES
AS DETERNIINED BY SUPERVISORS WITHIN 'ITIE INDUSTRIAL MACHINE CLUSTER

(Mechanical Design and Machine Tool Operation)

(1) 4 .46 Work cooperatively with other employees
(2) 4.27 Give attention to details
(3) 4.23 Remember essential information
(4) 4.20 Understand oral instructions
(5) 4.04 Adjust to a variable work load
(6) 3.96 Express ideas clearly and concisely
(7) 3.92 Understand occupational terminology
(8) 3.91 Listen tactfully
(9) 3. 85 Adapt spoken word usage to the job situation

(10) .3.83 Recognize fact from opinion
(11) 3.77 Listen for main ideas
(12) 3.59 Question individuals to clarify information

(13.5) 3.57 Give instructions orally
(13.5) 3.57 Read to comprehend job-related and technical materials

(15) 3.55 Adapt written word usage to the job situation
(16) 3.52 Take notes effectively

(17.5) 3.41 Maintain confidentiality concerning job-related information
(17 .5) 3.41 -Interpret and explain graphic illustrations (graphs, charts, tables)

(19) 3.24 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(20) 3.11 Spell correctly
(21) 3.07 It Present technical data orally
(22) 3.05" Prepare written work neatly
(23) 2.99 Use the telephone effectively
(24) 2.93 Skim for pertinent information
(25) 2.83 Use Grammar correctly
(26) 2.77 Use the voice effectively and pronunciation of words correctly
(27) 2. 63 Participate in a problem -solving or informational discussion group
(28) 2.59 Ilandle reception s and introduction:-3 COfl I pctcntly
(29) 9 . 57 Participate in a conference
(30) 2.50 Use abbreviations and numbers in report writing
(31) 2.49 Proofread and edit written communications
(32) 2.47 Write a general report

(33.5) 2.38 Write a business letter
(33.5) 2.38 Punctuate

(35) 2.97 Lead a problem -solving or inform9.tional discussion group
(36) 9 . 9-1 OrgilliVe 111:1 lead a conierence
(37) 2 . 2(1 Write a lorillal , (1,-,cull.L.ritcJ report
(38) 1. ,-) Lead LI NI li.i 11 i.:ipatc in a business meeting (Parliamentary procedure)
(39) 1 Ryad aloi-I elf,:ciively
.00) I .;;, RLHiond to nfln-verb.11 <oliw7!niction (;;0,1v l(Inyaa;,:e)



Table 34

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE HEALTH CLUSTER

(Practical Nursing, Medical Assistant and Operating Room Assistant)

(1) 4.82 Maintain confidentiality concerning job-related information
(2) 4.73 Work cooperatively with other employees
(3) 4.58 Understand oral instructions
(4) 4.57 Adjust to a variable work load
(5) 4.56 Reinembr essential information
(6) 4..13 Listen tactfully
(7) 4 .40 Give attention to details
(8) 4.37 Understand occupational terminology
(9) 4.27 Adapt spoken word usage to the job situation

(10) 4.20 Use the telephone effectively .
(11) 4.12 Spell correctly
(12) 4.02 Give instructions orally
(13) 3.99 Express ideas clearly and concisely
(14) 3.94 Use the voice effectively and pronunciation of words correctly
(15) 3.90 Question individuals to clarify information
(16) 3.87 Adapt written word usage to the job situation
(17) 3.80 Use Grammar correctly
(1 8) 3.77 Respond to non-verbal communication (Body language)
(19) 3.66 Recognize fact from opinion.
(20) 3.62 Take notes effectively
(21) 3.61 Listen for main ideas
(22) 3.59 Read to comprehend job-related and technical materials
(23) 3.49 Prepare written work neatly
(24) 3 .27 Handle receptions and introductions comp.:tently

(25.5) :3.17 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

(25 . 5) 3.17 Skim for pertinent information
(27) 3 .02 Participate in a problem - solving or informational discussion group
(28) 2.98 Present technical data orally
(29) 2.96. Participate in a conference
(30) 2.94 Punctuate
(31) 2.88 Use abbreviations and numbers in report writing
(32) 2.38 Organize and lead a conference
(33) 2.32 Interpret and explain graphic illustrations (graphs, chairs, tables)
(34) 2.24 Lead a problem - solving or informational discussion group
(35) 9.91 Write a p-neral report
(36) 2.13 Proofread and edit written communications
(37) 2.06 Write a form.11, documented repurt
(3 ;) 1.99 Read aloud eff(%...tively
(3()) Write a Ht-un....
(10) 1.87 Lead and part icip.Ite in n nieut inn; (Parliarnentory prc :cc tire)
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Table 35

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN TI IL INDUSTRIAL l ECIINOLOGY CLUSTER

(Electronics and Mechanical Design)

(1) 4.48 Work cooperatively with other employees
(2) 4.25 Understand oral instructions
(3) 4.23 Remember essential information
(4) 4.13 Give attention to details
(5) 4.05 Understand occupational terminology
(6) 4.02 Read to comprehend job-related al:ci technical materials
(7) 3.98 Express ideas clearly and concisely
(8) 3.96 Adjust to a variable work load
(9) 3.89 Adapt spoken word usage to the job situation

(10) ,3.84 Adapt written word usage to the job situation.
(11) 3.82 Maintain confidentiality concerning job-related information
(12) 3.80 Question individuals to clarify information
(13) 3.79 Give instructions orally

(14.5) 3.76 Recognize fact from opinion
(14.5) 3.76 Listen tactfully

(16) 3.69 Listen for main ideas
(17) 3.68 Interpret and explain graphic illustrations (graphs, charts, tables)
(18) 3 .49 Take notes effectively
(19) 3.45 Present technical data .orally
(20) 3 .39 Prepare written.work neatly
(21) 3.36 Use the telephone effectively
(22) 3.25 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(23) 3.20 Skim for pertinent information
(24) 3.18 Use Grammar correctly

(255) 3.09 Spell correctly
(25.5) 3.09 Participate in a problem -solving or informational discussion group

(27) 3.04 Write a general report
(28.5) 3.02 Use the voice eilectiv:Lly and pronunciation of words correctly
(28.5) 3.09 Write a business letter

(30) 2.91 Write a formal, documented report
(31) 2.89 Participate in a conference

(32 . 5) 2.88 Proofread and edit written communications
(32 . 5) 2.88 Organize and lead a conference

(34) 2.78 Lead a problem-solving or informational discussion group
(35) 2.67 Handle receptions and introductions competently
(36) 2.58 Punctuate
(37) 2.35 t*se abhrevjations and nundrs in report writin!.;
(38) 2.33 Lead and prticipaie in a Ii11:-i'lc.-;:-; Iliet.'in...; (Parliamentary procedure)
(39) 2.20 lle-lioncl to hon-verhal cc)annuni,:ation (body lantage)
(40) 2.111 Lail ak.:ki eifeLu iv.
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TABLES 36 THROUGH 40 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESPONSE FOR EACH OF 91-IE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES IN THE FOLLOWING FIVE CLUSTER AREAS:

Table 36 Office and Distribution Cluster p. 63
Table 37 Secretarial Clu:-ter p. 64
Table 38 Industrial Machine Cluster p. 65
Table 39 Health Cluster p. 66
Table 40 Industrial Technology Cluster p. 67

E3
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Table 36

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES WITHIN THE OFFICE AND DISTRIBUTION CLUSTER

(Accounting, Data Processing and Marketing)

(1)*
(2)

4 . 1**
4 .47

essential informationRemember
eWork cooperatively with other mploy .,

s
(3) 4.35 Understand oral instructions
(4) 4.32 Understand occupational terminology
(5) 4.28 Adjust to a variable work load
(6) 4.26 Give 'attention to details
(7) 4.20 Express ideas clearly and concisely
(8) 4.19 Maintain confidentiality concerning job-related information
(9) 4.13 Adapt spoken word usage to the job situation

(10). 4.04 Listen tactfully
(11) .3.95 Question individuals to clarify information _

(12) 3.82 Complete job-related forms (Applications, purchase requisitions, invoices, .

sales receipts, orders)
(13.5) 3.74 Use the telephone effectively
(13.5) 3.74 Give instructions Orally' 4

(15 . 5) 3.69 Use the voice effectively and pronunciation of words correctly
(15.5) 3.69 Read to comprehend job-related and technical materials

(1 7) 3.61 Listen for main ideas
(I 8) 3.57 Use Grammar correctly
(19) 3.56 Spell correctly
(20) 3.45 Adapt written word usage to the job situation

(21 .5) 3 .41 Present technical data orally
(21 .5) 3 .41 Prepare written work neatly
(23 . 5) 3.36 Take notes effectively
(23.5) 3.36 Recopize fact from opinion

(25) 3.91 Skim for pertinent information
(2O) 3.14 Handle reception's and introductions competently
(27) 3,11 Use abbreviations and numbers in report.writing
(2s) 2.93 Interpret and explain graphic illustrations (graphs, charts, tables)
(29) 2. 89 Participate in a problem - solving or informational discussion group
(30) 2.81 Participate in a conference
(31) 2.76 Punctuate
(32) 2. 68 Write a general report
(33) 2. 67 Write a business letter

.(34) 2. 62 Proofread, and edit written communications
(35) 2.61 Organize and lead a conference
(3o) 2 . 58 Lead a problem - solving or informational discussion group
(37) 2 . 50 Respond to non-verbal communication (Body language)
(3:) 2.36 Write a formal. documented report
(3`)) 2.27 Read aloud effectively
(4() 2.14-e!! Lead and participate ill a business meeting (Parliamentary procedure)

'Rank Order of Program Cluster means
-Trf:graut Cluster Means arc .1earis of the Program Means

.

r
L.,
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Table 37

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES WITHIN THE SECRETARIAL CLUSTER

(Clerk Typist, Stenographer and Secretarial Science)

(1) 4.53 Spell correctly
(2) 4.47 Work cooperatively with other employees
(3) 4.46 Adjust to a variable work load
(4) 4.42 Remember essential information
(5) 4.41 Understand oral instructions
(6) 4.30 Use the telephone effectively
(7) 4.23 Give attention to details
(8) 4.22 Listen tactfully
(9) 4.19 Use Grammar correctly

(10) 4.12 Maintain confidentiality concerning job-related information
(11) 4.09 Prepare written work neatly
(12) 3.91 Use the voice effectively and pronunciation of words correc ly
(13) 3.90 Punctuate
(14) 3.86 Adapt spoken word usage to the job situation
(15) 3.81 Question individuals to clarify information
(16) 3. 80 ;Take notes effectively
(17) 3.79 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(18) 3.77 Understand occupational terminology
(19) 3.76 Express ideas clearly and concisely

(20.5) 3.70 Adapt written word usage to the job situation
(20.5) 3.70 Proofread and edit written communications

(22) 3.40 Handle receptions and introductions competently
(23) 3.38 Write a business letter
(24) 3.05 Skim for pertinent information
(25) 3.03 Give instructions orally
(26) 3.0 0 Use abbreviations and numbers in report writing
(27) 2.91 Listen for main ideas
(28) 2.93 Read to comprehend job-related and technical materials
(29) 2.77 Recognize fact fro ;n opinion
(30) 2.44 Respond to non-verbal communication (Body language)

(31) 2.35 Present technical data orally
(32) 2.14 Write:a general report
(33) 2.13 Interpret and explain graphic illustrations (graphs, charts, tables)
(34) 2.11 Read aloud effectively
(35) 1.94 Participate in a problem - solving or informational discussion group

(36) 1.86 Participate in a conference
(37) 1.81 Write a formal, documented. report
(38) 1.61 Lead and partiCipate in a business meeting (Parliamentary procedure)

(39) I .n8 Organize anti lead a conference
(40) 1.E:3 Lead a problim 7';'7Z olving or Informational discus;;ion group
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Table 38

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED 13Y GRADUATES WITHIN THE INDUSTRIAL MACHINE CLUSTER

(Mechanical Drafting, Machine Tool Operation II and Machine Tool Operation I)

(1.5) 4.30 Understand oral instructions
(1.5) 4.30 Work cooperatively with other employees

(3) 4.28 Remember essential information
(4) 4.10 Understand occupational terminology
(5) 4.06 Give attention to details

(6.5) 3.78. Express ideas clearly andconcisely
(6.5) 3.78 Listen tactfully

(8) 3.63 Adjust to a variable work load
(9) '3.56 Read to comprehend job-related and technical. materials

-(10) 3.52 Interpret and explain graphic illustrations (graphs, charts, tables)
(11) 3.46 Adapt spoken word .usage to the. job situation
(12) 3.45 Give instructions orally
(13) 3.34 Question individuals to clarify information
(14) 3.14 Present technical data orally
(15) 3.10 Listen for main ideas
(16) 2.89 Spell correctly
(17) 2. 88 Use the voice effectively and pronunciation of words correctly
(18) 2. 87 Adapt written word usage to the job situation
(19) .85 Recognize fact from opinion
(20) ,)4..\. ,-r.- Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
(21) 2.68 Use Grammar correctly
(22) 2.65 Maintain Confidentiality concerning job-related information
(23) 2.64 Take notes effectively
(24) 2.48 Prepare written work neatly
(25) 2.27 Participate in a problem-solving or informational discussion group
(26) 2.25 Use the telephone effectively
(27) 2.2.4 Participate in a/conference
(28) 9 ',9 Use abbreviations and m-tillers in report writinp-
(29) 2.15 Handle receptions and introductions competently
(30) 2.09 Skim for pertinent information
(31) 2.08 Punctuate--
(32)

_
2.01 Proofread and edit written communications

(33) 1.89 Respond to non-verbal communication (Body language)
(34) 1.83 Lead a problen -solving or informational discussion group
(35) 1.78 Write a formal; documented report
(36) 1.64 Write a -:,.eneral report
(37) 1.62 Ortnize and lead a conference
(38) 1 .5') Write a business letter
(39) 1.38 Rudd 01 nut.1 ficetivLly
(40) 1 .:33 1,c,zel and particir:i.c., in u bu:;in:::-,s nieL.Ling (Parliamewary prreillirc)
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Table 39

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES WITHIN THE IIEALTI-1 CLUSTER

(1)
(2)

(3)
(4)

(5)
(6)

(Practical Nursing, Medical Assistant and Operating Room Assistant)

4.79 Maintain confidentiality concerning job-related information
4.70 Understand occupational terminology
4,66 Understand oral instructions
4.65 Remember essential information
4.63 Work cooperatively with other employees
4.53 Listen tactfully

(7) 4 .46 Adjust to a variable work load
---(8) 4 .32 Give attention to details

(9) 4.24 Use the voice effectively and pronunciation of words correctly
(10) 4.21 Adapt spoken word usage to the job situation
(11) .4.16 Give, instructions orally
(12) 4.14 Spell correctly
(13) 4.01 Use Grammar correctly
(14) 3.98 Express ideas clearly and concisely
(15) 3.92 Respond to non-verbal communication (Body language)
(16) 3.76 Question individuals to clarify information
(1-7) 3,74 Use the telephone effectively
(1 8) 3.72 Adapt written word usage to the job situation
(19) 3.63 Read to comprehend job-related and technical materials
(20) 3 .39 Listen for main ideas
(21) 3.32 Recognize fact from opinion
(22) 3.19 Take notes effectively
(23)

(24)

3.16

3 .09

Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders) ,

Prepare written work neatly
(25) 3.08 Handle receptionS and introductions competently

(26.5) 3.00 Use abbreviations and numbers in report writing
(26 . 5) 3.00 Punctuate

(28) 2.97 .Present technical data orally
(29) 2.76 Skim for pertinent int:on-ration /
(30) 2.59 Interpret and explain graphic illustrations (graphs, charts, tables)
(31) 2.58 Participate in a conference
(32) 2.49 Participate in a problem - solving or informational discussion group
(33) 2.24 Proofread and edit written communications
(34) 2.10 Read aloud effectively
(35) 2.03 Write a general report
(36) 1.98 Lead a problem-solving or informational discussion group
(37) 1.96 Write a formal, documented report
(38) 1 , 9ii Or and lead a conierence
(39) 1.92 Write a busine::,').4 letter
(40) 1.60 Lead and participate in a business 111Cetil1T,' (Parliamentiry procedur( )
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Table 40

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES WITHIN THE INDUSTRIAL TECHNOLOGY CLUSTER

(Electronics and Mechanical Design)

(1) 4 .43 Understand occupatiOnal terminology
(2) 4.40 Remember essential information
(3) 4.38 Work cooperatively with other employees
(4) 4.32 Understand, oral instructions
(5) 4.22 Express ideas clearly and concisely
(6) 4 .1 8 Gi\ie attention to (h ?tails
(7) 4.07 Read to comprehend job-related and technical materials
(8) 4.05 Adjust to a variable work load
(9) 3.92 Adpt spoken word usage to the job situation

(10) .3.82 Ques'Uon individuals to clarify information
(11 .5) 3.80 Interppet and explain graphic illustrations (graphs, charts, tables)
(11.5) 3.80 Listen for main ideas

(13) 3.79 Listen tactfully
(14) 3.72 Present technical data Orally
(15) 3.66 Give instructions orally
(16) 3.58 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipt'S, orders)
(17) 3 .56 Spell correct'V'
(1 8) 3 .44 Use the voice. dfectively and pronunciation of words correctly
(19) 3 .39 ReCognize fact from opinion
(20) 3.35 Participate in a problem - solving or informational discussion group
(21) 3.32 Use y.Grammar correctly_
(22) 3.30 Adapt written word usage to the job situation
(23) 3.25 Prepare written work neatly
(24) 3.23 Niaintain confidentiality concerning job-related information
(25) 3.20 Skim for pertinent information
(26) 3 .1 8 Take notes effectively
(27) 3.13 Use the telephone effectively
(28) 2.84 Participate in a conference
(29) 2.75 Lead a problem -solving or inforiational discussion group
(30) 2.74 Handle receptions and introductions compatently_-------
(31) 2.64 Use abbreviations and numbers in report writing
(32) 2.58 Punctuate
(33) 2.57 Write a general report
(34) 2.28 Write a formal, documented report
(35) 2.27 "Write a business letter

/ (36 5) 2.24 Proofread and edit N1-P_ICT! communications
(36.5) 9.91 Or:,lnize and ei;liferUI1Ce

2.U9 Respond to nun-verbal- communication (liody language)
(39) 1.93 Read aloud
(4 0) 1 Lead and rill icipti,.! in ri In.)cedure)
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RESULTS OF INTERVIEWS

Business and industry welcomes and wants help from the Wisconsin VTAE Institutes.

The warm reception received around the state with the interview-questionnaire approach

gave evidence to that. The public relations aspect was very positive as those interviewed

made such statements as, "We need more of this." or, "You are someone I really want

to talk with." This type of response was prevalent throughout the state.

The desire to cooperate with the vocational-technical institutes is impressive.

More personal interviewing should be done with the world of work both for the realistic

input that industry can offer and for public relations. Though there sometimes Might have

been a hesitancy on the part of those interviewed to relinquish time from a busy schedule,

this was rarely felt by the researchers, and the intense interest in the interview usually

resulted in an extension of time.

The questionnaire used was the same as the one which was mailed with the

exception of a frequency count for 13 of the competencies. Those interviewed were asked

to approximate the average number of times per week that they felt each competency

was performed, This data is compiled by cluster. The technology cluster was

eliminated because of too few interviews (see Table 41, p. 74).

Thy: Classfied Directory, of Wisconsin Manufacturers was used to determine the

businesses and industries to be contacted in each city. Supervisors were interviewed

from each of the programs in this study . There were 66 visits with no appointments

being made. This technique worked extremely well. In two instances, supervisory

meetings were being held and an interview was impossible, Generally, waiting was

minimal and response was excellent, Sometimes the person interviewed did not feel

that the questionnaire Was broad enough to lie adaptable for the position they :mpervised,

They were encouraged to attempt to adapt it; but if they felt this was impossible, au

entirely verbal interview was held.

_
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In presenting the questionnaire, asking for ten minutes of their time was another

effective technique for often they would have preferred to fill in the questionnaire at a

more convenient time. In explaining that many questionnaires had been mailed and that

valuable suggestions were often received as they commented to the researcher on a

particular skill, the time was allowed and often extended. At several interviews the

telephone was used to receive input from a supervisor who was unable to leave his

location. Upon completion of the interview, the researchers asked if there was a

supervisor of employees in another area of this study who might be available to complete

a questionnaire.

In an attempt to contact supervisory people, the purpose of the visit was explained

to receptionists and gatekeepers. In large companies it was often necessary to work

.
through personnel people who proved to he extremely accommodating. The researcher

again explained the purpose of the visit to the personnel people stating that it would take

about ten minutes to fill out the questionnaire, and that supervisory people might offer

valuable help because of their direct contact with the VTAE graduate-employees.

It was not always possible to see supervisory people and even when it was, many

persons from personnel offices chose to fill out the questionnaire in a familiar super-

visory capacity, u:-.ually that of the Secretarial Cluster. They offered

many excellent comments on job application procedures. Their descriptions of job

applicants could not be categorized entirely as graduates of the vocational-technical

schools, but they felt that job application procedures should receive more emphasis in

communication skills clas:-es.

Often discussed Area S the sloppily completed application form . One individual

stated, "1 have a feeling it you could teach tin.mi to fill out on application neatly

know we should able to :;ee beyond that, but we are human and we don't." A personnel
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manager who interviews many of our marketing graduates stated, "They are lacking in

job application procedures. Personality and poise must be evident when they are applying

for a job. They must be responsive and aggressive." The personnel manager from a

large company that hired graduates from the Industrial Technology Cluster commented

on the nonverbal communication of many of the applicants he sees: "When they come

through that door, fall down in that chair and nonverbally communicate--what can you

do for me today--meanwhile staring out the window, talking with a cigarette in their

mouth . . . just a lot of little things. that lead to a bad impression, I know we do not

want them to represent our company." These comments were, however, balanced by

the following: "We go to the vocational schools when we want to hire." and "We have

had great success with vocational-technical graduates. They are often better than those

with work experience and no vocational-technical training."

Many times after discussions that included the foregoing comments, the personnel

people accompanied the researcher to a supervisor, or a supervisor was called to the

personnel office. The give-and-take of the three-way interview was extremely informative

as statements made by the personnel person were restated and evaluated.

One such statement was that 50 percent of the mistakes in this particular factory

were due to a lack of listening. In this instance, supervisory people were unavailable

and the three-way discussion included the Vice-President in Charge of Manufacturing.

When the 50 percent figure was reiterated, it was determined to be conservative and the

importance of listening in communication was discussed.

Listening was felt by many of the interviewees to be of paramount importance in

communication skills compUencies. To improve listening, it was :,igg.ested that the VTAIF,

institutes include student learning opportunities in notctal :ing, paraphrasing, and questic,ning

to clarify information. It would seem that. feedback
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in. the classroom must be requested at every opportunity to help students with these

skills. SoMehow when the new employee enters the world-of-work, he must know the

value of paraphrasing.

This was emphasized in most areas of this study and was often discussed in

connection with the telephone, which is another area which needs more emphasis. A

supervisor in the mechanical design area stated, "If there were a square beyond extremely

important, I would mark it." A personnel coordinator from a large mercantile business

mentioned that buyers' plans for displays in branch .stores were-often explained over the

telephone, and when results of the conversation were observed, the buyer was amazed.

A personnel director stated that if he could know the Who /When /Why /Where of each

telephone call or visit received when he was out of the office, it would save him a great

deal of time. He mentioned the finesse that is required in asking questions of callers

when a boss is unavailable. He felt this Should be a part of role - playing situations in

communication skills courses, emphasizing paraphrasing and note-taking to assure

accurate translations. In this connection the use of tact must be taught, as the misnomer

"common sense" is too often missing in graduate-employees.

Another personnel director had his secretary do reference checks on the telephone

by calling past employers. Perhaps this could be used as another role-playing situation.

The competency "Use the telephone effectively" elicited a great deal of input from those

interviewed, A machine tool foreman said the use of the telephone is very important

despite the possibility that his people might use it only once a week. "If the job is

going to be run correctly, you must make yourself understood and understand the other

person."

The number of times a competency is performed does not. necessarily determine the

importance of that particular competency. Although the frequency of "1.7SC the telephone
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effectively" was 48.7 times per week in the Office and Distribution Cluster and only 6.7 in

the Industrial Machine Cluster, it was emphasized as being extremely important to both job

clusters and therefore necessary in all communication skills classes.

The researchers felt this was also true with the competency, "Participate in a problem -

solving or informational discussion group." Many companies build in time for weekly,

twice monthly, or monthly problem-solving discussions. Though the frequency count may

be small, it is at these problem-solving discussions that the employee's ability to express

himself clearly and concisely will make or break his career. Those who can express them -

selves are going to be the ones who progress in their company. As one assistant personnel

director put it, "You hit a point where they are passed over regardless of their technical

ability. A man has to stand up in front of a group and respond to reports intelligently . .

that is why many companies are demanding college degrees." Clearly, our graduates must

be prepared to communicate their ideas, and if these ideas are not accepted, they must not

look at this as criticism "Some people are stifled because one idea is turned down, " stated

a drafting supervisor.
The inability tre accept criticism or interpretation of suggestions as criticisms was often

n entioned. This competency must be considered together with other aspects of hutr an relations.

Sometimes questioned was the career guidance of graduate-employees who do not seem to

enjoy working with people, yet are in people-oriented jobs such as marketing and practical

nursing. The above examples help to explain employers' ranking of "Work cooperatively

with other employees.' as number one in responses on the interview-questionnaire. Therefore,

it is important that communication classes not neglect the aspect of personal development.

Finally, the researchers found from interviews with supervisors that teachers

do more with nonverbal conmunication. listening. paraphrasing. questioning to clarify

inforh,ation, use of the telephone, and the clear and concise expression of ideas. Only with

these skills will our graduates be able to compete and progress in the world of work.
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Table 41 on page 74 presents the number of times per week that the supervisors felt

that their employees used the thirteen competencies during the fulfillment of their normal

duties. Again the reader is cautioned not to determine curriculum by relying too heavily on

the number of times per week that a particular competency is used, but by combining importance

of knowing how to do it with the frequency of doing it. To stress this point it might be noted

that a policeman might only give artificial respiration on an average of once per two years,

but when he must give artificial respiration he must be fully skilled in performing the

competency of giving artificial respiration.
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Table 41

NUMBER OF TIMES PER WEEK THAT SELECTED COMPETENCIES
WERE USED ON 'DIE. 1013 BY EMPLOYEES

ACCORDINC TO SUPERVISORS

(Based on Personal Interviews)

Use the telephone effectively 48.7 18.4 6.7 1
I

1.4

Complete job-related forms (Application,
purchase requisitions, invoices, sales
receipts, orders)

68.9 34.2 12.0
!

2.5

Handle receptions and introductions
competently

4.5
,
(

19.4
I

1.0 i
I

, 4.1

Take notes effectively
t

8.5 ;1

I

23.1 8. 8 i 7.5

Write a business letter 2.8 30.3 0.5 0.3

Give instructions orally 99.2 18.4 8.4 ,15.3

Proofread and edit \vritten communications S.5 :31.1 1.3 7.5

Write a general report 1.0 4.8 , 0.5 f 0.3

Organize and lead a conference 1.0 0.1 ; 0.3 1 0

Present technical data orally 12.8 4.7 4.8'30.3

Participate in a problem-solving, or
informational discw;sion group

2.3 0.8 2.4t 1.8

Lead and participate in a business
meeting (Parliam_ltary procedure)

0.1 0.1 0

Write a formal, documented report 5.3 0.9 0.4 .5
-- 05
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SOME COMMENTS MADE IlY EMPLOYERS DURING THE PERSONAL INTERVIEW

Drafting Supervisor.

Contribute your ideas on how a job should be accomplished and if your way is not chosen
because of a conference, etc., do not let this rejection of your idea stifle any further
contribution on your part.

Listening and cooperation SCCII1 S to be the basis for the communication needed in this area.

* *

Accounting Supervisor

The ability to get along with people is most important on any job. hi accounting, I believe
ability is important but no more so than attitude and ambition.

* *

Personnel Director

More stress on how to participate in a job interview.

Marketing Supervisor

Paper workiand book work plus responsibility for getting work done on tin is a large part
of retailing as well as liking to work with customers and other associates

*

Tooling Engineer Supervisor

A person can pick up the basic technical skills in school. However, in a work situation
they must be able to communicate their thoughts, ideas and criticism effectively.

Operating; Room Technician Stip:2rvisor

Listen for accuracy in following requests and direction.
Perform wo.r1: puier si re:;:.; with and accuracv,
Ability Coli.rhunicAte with :-,pucific, occuratt. rccfhving inforn 11.16n data .



Medical Assistant Supervisor

Accuracy in receiving and/transcribing information.
Maintain confidentiality.
Reporting and recording data and information to pertinent health team members.

Practical Nursing Supervisor

They should know their limitations

*

Stenographic Supervisor

More on proper plibne procedures.

Computer Operator/Programmer

For me, the most important thing for an operator is to be able to organize your work. You
must be able to/adjust for unexpected reports, etc. Also, being well organized gets the

best utilization from the equipment.

Also, being the programmer, I feel the most important aspect of that part of my job, is to
fully understand the end result needed to write a program..

* *

Assistant Personnel Director

You hit a point where they (technical people) are passed over regardless of their technical
ability. A man has to stand up in front of a group, answer reports intelligently . . . that

is why many companies are demanding college degrees. Some people are unable to write
reports for the newspaper. If they can't express themselves, they are going to be in
trouble. In companies where it is up or out, it is serious ,
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CONCLUSIONS AND RECOMMENDATIONS

This survey project has revealed that employers and VTAE graduates for each of

the 15 occupational areas surveyed indicated that competency in sOme communication

more important than in others.

Secondly, the survey revealed that different occupations do indeed require different,

levels of competency in many of the 40 communication skills surveyed.

The surveyresults also gave strong support to the cluster concept; evidence

surfaced that.Wisconsin VTAE educational programs can be clustered for the.purpose

--a teaching-learning communication skills.

If Communication Skills classes in the Wisconsin Vocational, Technical and Adult

Education system are to-equip their graduates with the communication skills tharwill

enable them to function effectively at the time of initial employment and to advance on

the job without difficulty, then the following`is recommended: \,

That input about the need for competency in.specific communication skills
from the supervisory level of business and industry and from the employees

to help develop the courses of study for communication skills
classes.

That the concept of clustering be used in schedulinifl students for communica-
tion skills classes. This would enable the teacher ,to do a better job a pre,7
paring these students with the communication skills \they need on the job be
cause of the relatedness of job tasks and responsibilities of many occupations.

That further state-wide communication skills surveys\similar to this one be
made of other occupational areas for which the Wisconsin VTAE system is
training men and women.
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APPENDIX C

LIST OF COMMUNICATION SKILLS AND TASKS

Lister ii

Comprehending Instructions
Listening Objectively (Evaluate Message)
Recognize Audience Reaction
Following Oral Instructions
Listen for, Main Ideas.
Tune. Out Unessential Material
Summarize (Paraphrase)
Analyze Supportive Information
Detect Fallacious Reasoning (False, Incorrect)
Conclusions
Tact & Discretion
Ability to Ask Questions to Clarify
Friendliness and Kindness
Honesty and Reliability
Confidentiality
Emergency Situations Involving People
Ability to Accept Constructive Criticism
Maintain Emotional Control
Separate Fact from Opinion
Accuracy

Writing

Written Reports (Sumrriary, Technical, Abstracts, Accident, Service and Ifispection)
Written Directions (Instructions)
Business Letters
Recording Information from a Client
Order forms
Requisitions
Note Taking
Proofreading (Editing)
Use of Abbreviations or Numbers (Handling Statistical Material on Reports)
Spelling
Punctuation
Definition and Description of a Mechanism, Technical
Process Report (Descriptive)
Preparation of Graphic_ Illukration (Use Gilaphic Materials in

Writing)
Personal or Product) Evaluation
Lab Reports
Policy Manuals
Sales Literature, Brochures, Proposals, Letters
Project Proposal
Word Usage (Precision)
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Outlining
Grammar (Syntax, Words, and Clear Sentences)
Minutes of Meeting
Processing Records
Accuracy

.Reading

Comprehension
Skimming and Scanning
Must Read and Understand Job Instructions
Must Read and Understand Safety Instructions
Must Read and Understand Office Memorandums
Read to Distinguish Fact from Opinion (Biased from Unbiased)
Ability to Read and Comprehend Technical Material or Physical_ Principles (Legal

ngineering) (Journals) (Specifications) (Numerical Information)
Signs and Symbols
Tables and Graphs (Charts, Diagrams ,-Drawings and Patterns)
Summarizing (Mentally Digesting)
FMid Main Idea and Supporting Devices
Retention (Short Term/Long Term)
Reading for Pleasure and Enjoyment
Conclusion
Understanding Terminology
Processing Records
Accuracy

Speaking

Giving Directions (Instructing Others)
Telephone Techniques (Appointments, Placing and Receiving Business Calls)
Asking Questions in Order to Get Specific Information\
Brainstorming
Decision Making
Orally Presenting Technical Report Data
Defending Controversial Position=
Arrange for and Lead an Instructional Conference
Arrange for and Lead a Problem Soling Conference
Informative Talk
Orally. Sell Himself and What He Knows
Orally Obtain a Composite of Views and Then Sell the Most Desirable
Giving Information Orally About New Developments or Procedures In a Clear -Cut

Understandable Manner
Express Ideas Clearly and Concisely
Orally Express Views or Acquaint Non-Technical Individuals or Groups with a Problem

Solution, Process or Other Technical Endeavor
Orally Defend a Good Idea Under Heavy Cross Fire from His Superiors
Demonstrations with Visual Aids (Graphic Illustrations)
Personal Interviews for the Company
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Participate taking Charge of Business Meetings, Conferences, Group Communication
Leadership and Participation

Dealing with Customers' Complaints
Dictating Letters
Orally Summarize
Introductions and Reception
Perception (Feedback-Perceptually aware of non-verbal communication)
Reception of Patients, or Others (Personal Contact Ability) .
Public Relations -Loyalty
Bring About Attitude, Opinion, or Belief Change in others
Ability to Put Ideas Intd Words
Social- Interaction (Get Along With Others)
Annunciation - Pronunciation -Voice

8

Others

Working With Others (Alone Inidependently)
Adjusting to His position
Displaying Team Spirit
Displaying Leadership
Understanding of Others
Establishing Smooth Working Relationships With Others
Being A 'Well Adjusting, Emotionally Mature Individual
Processing Records
Tact and Discretion
Ability to Adjust to a Variable Work Load Independently
Ability to Train and Supervise Others.
Ability to IN,lake.an Initial Good Impression
Willingness to Maintain the Objectives of the Company
Developing a Capacity to Reason
Develop a Sense of Values - Able to Use Methods of Critical Thinking for the Solution

of Problems and for the Discrimination Among Values
Respect for the Rights of Others
Adaptability to Routine
Personal Contact Ability
Emotional Control
Emergency Situations' Involving People
Bring About Attitude, Opinion, or Belief Change in Others
Decision making
An Awareness of Non-verbal Communication
Responding Effectively
Effective Response to Non-Verbal Communication
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MID-STATE VOCATIONAL, TECHNICAL AND ADULT EDUCATION DISTRICT
Stevens Point Marshfield Wisconsin Rapids

MEMORANDUM

All Staff. Members

rom: M. H. Schneeberg, Assistant Director --Educational Services
Max Farning, Administrator-Research and Planning

1

ate: March 5, 1974

'ect: Communication Skills Competencieg

The State Board staff has awarded a Part B -Basic Grant--Educational Development and
Teacher Education --to Mid-State Vocational, Technical and Adult Education District
to conduct a state-wide study to determine the communication skills competencies
required by graduates of our vocational-technical institutes. How well are we pre-
paring our graduates for /the riorld-of-work in communication classes? What learning
activities should be occuring in our' communication classes?

Both graduates of our institutes and employers will be contacted by means f4.
questionnaire and by personal interview. Would you please very critically examine the
attached list of competencies and, do the following:

1. eliminate (draw a line through) those you feel irrelevant and should not be a
part of a communications curriculum,

2. add those competencies that you feel are important but not included,

3. change those that you feel should be changed (please rewrite these), and

4. make any further suggestions that you wish to make.

TO MAKE THIS PROJECT A SUCCESS YOUR UNRESERVED BUT HONEST COMMENTS.

ARE NECESSARY!

The reS-Mts of this project will provide input for a communications workshop at the
University of Wisconsin-Stout this summer.

Please respond to this questionnaire as if you were representing the occupation that
you are now teaching.

This study is being conducted by Mr . Ralph Ma like and Mrs. Elaine Boyce. Please
return the questionnaire to Mr . James Olson, rs. Mary Zurawski, or Dr. Max
Farning.

Thank you.

MH5 %MF :carp



QUESTIONNAIRE

WHERE ARE YOU EMPLOYED:
(Name of Company)

MPLOYER'S ADDRESS:
(Address)

(City). (State) (Zip Code)

JOB TITLE OR DESCRIPTION: 1

In your opinion, to what extent are the
'following communication skills important
to an employee in your company. Please
indicate the level of importance of each
of the skills by lacin an "X" in one

0
4

4.)

4.)
7-4

0 4.1

4.)

0

of the columns: .

.

w

w
4

-4, k
k
o

'xi
0

`00
4")0

/
Adapting word ,Isage to situation

Effective use of the voice and correct .

pronunciation of words

Working cooperatively with others

Listen tactfully

Ability to foLlow up problems and
qive attention to details

Effective use of the telephone

An ability to respond to non-verbal communication

Tattful17 hpndlinir.9ceptions and introductions

Short-term reading retention

Ability'to listen to criticism
_

Write a business letter

Completing job related forms
(purchase requisitions, invoices, sales receipts)

.

,

Proofreading and editing
A.-V

Use of abbreviations and numbers

,

.

.



2.

Orally giving directions and-iristructions

Re6dng graphic illustrations
isliarts, tables, graphs)

:Understandin occu ational terminolo

Write a short report clearly and concisely.
(Summary, Process,Technical, Laboratory,
Memorandums, Minutes of Meeting, Accident, Service

Evaluations, Constructive Criticism.)

--Responding to customers complaints

Questioning for specific information
in decision making

Grammar

Write a several ara ra h resort

Orally expressing ideas clearly and concisely

4

Preparing graphic illustrations
tats, tables, graphs)

Readin distin uish fact from,o inion

Understanding oral instructions and directions

Spelling

Orally, presenting, information
with the use of visual aids

Punctuation.

Orally presenting technical data

Reading to comprehend job related
and technical materials

12.



4.1

4J

0 4-1

0
r-1 Ea 1-4

J4 NI
4J X4

Skimmin

Ability to ad-just to a variable work load

Write a sentence

4J

ru

Leading and/or participating in a problem-solving

discussion or instructional conference

Listen for main ideas by tuning

out unessential material

The ability to work independently

Organizing information in outline form,

COMMENTS:
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Assistant Director-Educational Services
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e Technical Institute

Mrs. Robert Smith, Supervision of Accounting
Eastman Manufacturing Company

.1493 Roosevelt Avenue
Eau Claire, WI 49730

Dear Mrs. Smith:

Mid-State Technical Institute at Wisconsin Rapids is conducting a survey-for the Wisconsin
Board of Vocational, Technical and Adult Education. The purpose of this survey is 'to
determine what communications competencies,should be taught in vocational-technical
institutes located throughout Wisconsin.

WISCONSIN RAPIDS CAMPUS
Five Hun'dred 32nd Street. Nortn
Wisponsin Rapids, WI 54494
715/423-5650

Because our schools are interested in providing employers with highly qualified graduates,
it is your advice and counsel that can provide us with the answers we need. How important
are communication skills for your employees? To help us measure the importance of these
skills, we are enclosing a questionnaire that we would like you to complete.

We would appreciate a prompt return so that the results of this survey will be available to
a Communication Skills Workshop which will be at the University of Wisconsin-Stout. Your
response will become a part of a greater project which is being conducted at the University
of Wisconsin-Stout.

All of your responses will be treated confidentially.

Please return the questionnaire in the self-addressed, postage-paid envelope.

WE SINCERELY THANK YOU.

Sincerely your

Max Farning, Ph.D.
drninistrator- Research and Planning

Project Sppervisor.

MF :RM:cad

,Enclosures

ti8

i\o,kvs)._

Ralph Mahnke
Researcher
Communication Skills Project



WHERE ARE YOU EMPLOYED:

EMPLOYER'S ADDRESS:

QUESTIONNAIRE

This QUESTIONNAIRE Should
Be Completed By The

ACCOUNTING SUPERVISOR
Or Person In qmilar Position

(Name of Company)

(Address

(City)

YOUR JOB TITLE OR DESCRIPTION:

(State) (Zip Code)

In your opinion, to what extent are the
following communication skills important
to an employee in your company. Please
indicate the level of importance of each
of the skills by placing an "X" in one
of the columns.

-sr

Adapt written word usage to the job situation.

Adapt spoken word usage to the job situation

Use the voice effectively and pronunciation
of words correctly

Maintain confidentiality -concerning job-related
information -

\
Use the telephone effectively

Respond to non-verbal communication (Body

language)
Complete job-related forms (Applications,
purchase requisitions, invoices, sales receipts,
orders)

.,



I

Punctuate
.

r--
Express ideas clearly and concisely

Present technical data orally

Read to comprehend job-related and technical
materials

Lead a problem - solving or informational discussion
group

Participate in a problem - solving or informational
discussion group

Listen for main ideas
.

.

Prepare written work neatly

Skim for pertinent information

Lead and participate in a business meeting
(Parliamentary procedure)

Understand occupational terminology

Read aloud effectively

Recognize fact from opinion

Listen tactfully



Handle receptions and introductions competently

Remember essential information

Take notes effectively

Write a business letter

Use-abbreviations and numbers in report writing

Give instructions orally

thidersta.nd oral instructions

Interpret and explain graphic illustrations (graphs,
charts, tables).

..

Proofread and edit written communications

Write a general report

Work cooperatively with other employees

Organize and lead a conference

Question individuals to clarify information

Use Grammar correctly

Spell correctly Cr,



Give attention to details

Adjust to a variable work load

Participate in a conference

Write a formal ,*documented report

(Please list any other, competencies that you feel are necessary .)

11.

COMMENTS:

122
THANK YOU!
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. ,

Technic:.41 Institute

Mr. William Adams
141 7 Western Street__ --
Wisconsin Rapids;'WI 54494.

WISCONSIN RAPIDS CAMPUS
Five Hundred 32nd Street North
Wisconsin Rapids, WI 54494
715/423-565C

Dear Mr. Adams:

Mid-State Technical Institute at Wisconsin Rapids is conducting a survey for the Wisconsin
Board of Vocational, Technical and Adult Education. The purpose of this survey isto
determine what communications competencies should be taught in vocational-technical
institutes located in Wisconsin.

You, as an employee and as a graduate of a vocational-technical school, are in a unique
position tp provide us with the information that we need. How important are communication
skills in your 'occupation? To help us measure these skills, we are enclosing a questionnaire
that we would like to have you complete.

We would appreciate a prompt return so that the results of this survey will be available for
a Communication Sleills Workshop which will be at the University of Wisconsin-Stout. Your
response will become a part of a greater7project Which is being conducted at the University
of Wisconsin-Stout.

0

All of your responses will be treated confidentially.

Please return the questionnaire in the self-addressed, postage-paid envelope.

WE SINCERELY THANK YOU

Sincerely yours,

Max Farming, Ph.D.
Administrator -Research and Planning
PrOject Supervisor

MF:RM:cad

Enclosures

Ralph Malinke .

Researcher
Communication Skills Project



WHERE ARE YOU EMPLOYED:

EMPLOYER'S ADDRESS:

QUESTIONNAIRE

Mr. William Adams
Mechanical Design
Mid .-State

(Name. of Company)

(Address)

(City)

YOUR JOB TITLE OR DESCRIPTION:

(State) (Zip Code)

In your opinion, to what extent are the
following communication skills important
in your work. Please indicate the level
of importance of each of the skills by .

placing an "X" in one of the columns.

Adapt written word usage to the job situation

, . .

Adapt spoken word usage to the job situation

Use the voice effectively and pronunciation
of words correctly.

Maintain confidentiality concerning job-related
information

Use the telephone effectively

Respond to non-verbal communication (Body

language)
Complete job-related forms (Applications,
purchase requisitions, invoices, sales receipts,
orders) 1



Handle receptions and introductions competently
_

Remember essential inforthation

Take notes effectively

Write a business letter .

Use abbreviations and numbers in report writing

Give instructions orally
,... I

Understand oral instructions

Interpret and explain graphic illustrations (graphs,
charts, tables)

Proofread and edit written communications -
Write a general report .

Work cooperatively With other employees

Organize and lead a conference

Question individuals to clarify information

Use Granimar. correctly .

Spell correctly . .



Punctuate

. .

Express ideas clearly and concisely

Present technical- data orally
1

.

Read to comprehend job-related and technical
materials

.

.
.

Lead a problem-solving or informational discussion
group

Participate in a problem - solving or informational
discussion group

Listen for main ideas

Prepare written work neatly

Skim for pertinent information

Lead and participate in a business'meeting.....(Parliamentary procedure)

Understand occupational terminology

Read aloud effectively

Recognize fact from opinion

Listen tactfully
I



Adjust to a variable work load

Participate in a conference

Write a formal, documented report

4

Please list any other competencies that you feel are necessary.)

3

COMMENTS:

THANK YQU!



APPENDIX H

COVER LETTERS FOR SECOND MAILING

r.

-107-



fp Technical Institute

Mr. William Adams
1417 Western Street
Wisconsin Rapids, WI

Dear Mr. Adams:

WISCONSIN RAPIDS CAMPUS
Five Hundred 32nd Street North
Wisconsin Rapids, WI 54494
71 5/423-59.56X-0%

x,s1..r4.

5491.;

Mid-State Technical Institu e 0...Wisconsil Rapids is conducting a survey for -
the Wisconsin Board of Vocational, Technical and Adult. Education. The purpose

of this survey is to determine what communications competencies should be taught
in vocational-technical institutes located in Wisconsin.

You, as an employee and as a graduate of a vocational-technical school, are.in a
unique position to provide us with the information that we need. How important

are communication skills in your occupation? To help us measure these skills,

we are encloing a questionnaire that we would like to have you complete.

We would appreciate a prompt return so that the results of this survey will be
available for a Communication. Skills Workshop which will be at the University
of Wisconsin-Stout. Your response will become a part of a greater project which
is being conducted at the University of Wisconsin-Stdift.

All of your responses will be treated confidentially.

Please return the questionnaire in the self-addressed, postage-paid envelope.

WE SINCERELY THANK YOU.

Sincerely yours',

Max Farning, Ph.D.
Administrator-Research and Planning
Project Supervisor

MF:RM:cad

Enclosures

Ralph Mahnke
Researcher
Communication Skills Project

30



Technical Institute

Mrs. Robert Smith, Supe\rvision
Eastman Manufacturing Company
]493 Roosevelt Avenue \

Eau Claire, WI 49730

Dear Mrs. Smith:

WISCONSIN RAPIDS CAMPUS
Ave Hundred 32nd Street North
Wisconsin Rapids, WI 54494
715/423.5650. .

3'

Mid - State. Technical-Institute,st Wisconsin Rapids is conducting a survey for the

Wisconsin Board of Vocationgi, Technical and_ Adult Education.' The purpose of

this survey is to determine what communications competencies should be taught

in vocational-technical institutes located throughout Wisconsin.

Because our schoOls are interested in providing employers with highly qualified
graduates, it is. your advice and counsel that can ,provide us with the answers

we need. How important are communication skills for your employees? To help

us measure the importance of.theSe skills, we are enclosing a questionnaire that

we would like you to complete.

We would appreciate a prompt return so that the results of this survey will be

.available to a Communication Skills Workshop which will be at the University of

Wisconsin-Stout. Your response will become a part of a greater project which is

being conducted at the University of Wisconsin-Stout.

All of your responses will be treated confidentially.

Please return the questionnaire in the self-addressed, postage-paid envelope.

WE SINCERELY THANK YOU.

Sincerely yours,

Max Farming, Ph.D.
Administrator- Research and Planning
Project Supervisor

MF:RM:cad

Enclosures

Ralph Mahnke
Researcher
Communication Skills Project


